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FOAM USER Guide

CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic Research
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist
us in improving our user guides. Please send comments about the user guide to this

address: eRA Communications@mail.nih.gov.

For general questions about this module and associated business processes:

Please contact your IC Coordinator. A list of IC Coordinators is available here:
http://inside.era.nih.gov/techrep list.cfim.

Troubleshooting support: Contact the eRA Help Desk:
Toll-free: 1-866-504-9552

Phone: 301-402-7469

TTY:301-451-5939

Web:https://grants.nih.gov/support (Preferred method of contact)

Email:commons@od.nih.gov (for Commons Support)

Email:helpdesk@od.nih.gov (for IMPAC II Support)

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

DISCLAIMER STATEMENT

No data shown in illustrations represents any real account, project, or individual. Any resemblance
to actual accounts, projects, or individuals is purely coincidental.
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1 Latest Updates

Updates and new features in the Funding Opportunity Announcement Module (FOAM) :

June 13,2019

« Filter the FOAs list by FOA Label to find announcements belonging to initiatives such as
HEAL or Alzheimer’s.

o New AIDS Funding tab in FOA Key Attributes.

o When ICs adds themselves as participating organizations in the Shared Interest tab, the
FOAM Admins (Guide Liaisons) of the FOA’s Organization (primary 1C) get e-mail

notifications.

May 16,2019

o FOA Labels:
o Create and manage labels for FOAs.

o Apply labels to FOAs in the Key Attributes tab.

e On Multi-component FOAs, you now must enter a name for each component. See Multi-
component tab

Apr 4,2019

o The FOA Content screen has been redesigned for better navigation.

« In the Task Notifications screen the Include task assignees checkbox will be disabled on

"Comment Added" notifications to avoid sending duplicate notifications.

« Notifications for Agency task completion now give you the option to unsubscribe.

Feb 25,2019

e FOAM Admins can add custom notifications to FOA tasks, specifying who should be
notified for selected task events and due dates. See Task Notifications.

And when you Save as Model a task list that contains tasks with custom notifications, the
notification configuration will be preserved in task lists created from that model.

o A note on working with Task List Models: FOAM Admins, use the Manage Task List

Models screen to view, create and manage task list models for your organization.
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o IC users can now view all tabs of their IC's FOAs, not just the Key Attributes tab.

Jan 30, 2019

o The Review Schedule report can now be filtered by council round.

o The FOA Dashboard tab can now be viewed by all SME Reviewers.

o FOA Key Attributes, NIH Guide tab:
o Removed rich text options from SEP Justification field.

o Inthe AIDS Applications Expected drop-down menu, added the option "No AIDS
Applications Expected."

Dec 14, 2018

o Inthe FOA Exception Requests tab, when you request a Limited Competition exception,

you must now select the limited competition category from a drop-down menu.
o Also, the "Validate NIH Guide Attributes" Task Completion Requirement validates that all
required exception justifications have been entered.

Nov 15, 2018

o New announcement type: Notice of Special Interest.

o New FOA template linked element type: Components of Participating Organizations: In the

FOA Content, this element displays the issuing component name, followed by the names of

all the participating organizations listed on the Shared Interest tab. See Create Data Element.

« Now, assignees on a task can add attachments to the FOA even if the task is not in progress.
o The FOA Contents screen displays a warning two minutes before your session times out:
Click to renew the session. Also, FOAM automatically saves the content if the session does
time out.
o Inthe FOA Key Attributes NIH Guide tab, new fields for CSR Review:
o Review Arrangement. Select CSR, CSR SEP, or IC;
and related field: SEP Justification.
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o Expected Number of Applications: Enter number of applications expected per round
or per year.

o AIDS Applications Expected: Indicate whether AIDS-related applications are
expected;
and related field: Same locus of review for AIDS Applications.

Oct 18,2018

In the My Inbox screen, removed the Task Status column and added an Assigned To
column: The A4ssigned To column shows all users assigned to the task, including those
assigned by name and those assigned by role (the first user that is assigned by name is listed
first in the column).

In My Inbox, replaced the Task Start Date column with First Application Due Date.

In the My Inbox and Task List screens, added a new Sub-Assignment action to the Actions

menu: Users who have assignment privileges on a task can select this action to add a sub-
assignment to the task. Use sub assignments on tasks that are assigned by role to distribute
them among the users in your organization.

You can now filter FOAM reports to show only selected announcement types. See Report
Parameters

For FOA type OTA, the user cannot manually enter a FON: Y ou must use the system-
generated FON. See Create FOA

Sept 20, 2018

You can now assign multiple lead authors to a FOA. See FOA Key Attributes.

Agency Admins can now edit FOA policy language at any time (to deal with cases when
editing is needed but no Edit Policy Language task is in progress).

Added instructive text next to the Purpose field in the FOA Key Attributes screen: "Prior to
starting shared interest, please provide a complete and descriptive purpose statement."

Y ou can now search activity code, organization, CFDA, and issuing component in lookup
fields by any part of the description and code in the FOA Key Attributes and Shared Interest
screens. The CFDA numbers are now sorted in ascending order.

Sept 6,2018

The Organization filter in the FOAs list now lets you toggle between searching for all FOAs
in which an IC participated or only FOAs for which that IC is the issuing component.
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o FOA Edit Modes — Agency Admins can manually turn on and off limited editing of the
FOA content in order to prevent ICs from deleting comments or accepting/rejecting changes
when returning edits to the Guide after addressing Guide recommendations, so that the
Guide staff can easily see what was updated.

Use the Editing drop-down menu at the top of the FOA Content screen to set the edit mode.

Aug 9, 2018

« Filter changes in the FOAs list:
o Added an Announcement Type filter.

o Added a Reset Filter button to return all filters to their defaults.

e FOA Type field changed to Announcement Type in the FOA Key Attributes screen.

o Primary CFDA# field added to the FOA Key Attributes screen so you can select the CFDA
# for the FOA Issuing Component.

June 14,2018

o The View links in the Review Comments screen now take you directly to the associated

comment in the FOA Content screen.

o New FOA Dashboard tab provides a customizable view of FOA status. See FOA
Dashboard

May 11,2018

o When you enter a properly formed URL (http:// or https://) in a FOA Content field, FOAM
automatically converts it into a hyperlink.

o Only admin users and users assigned to an in-progress task that has Accept/Reject Changes
privilege can accept or reject changes to FOA Content.

Apr13,2018

» Restore previous versions of FOA Content.

« FOA Content tab, new Open/ Restricted Editing toggle: Click the

buttons to switch between open and restricted editing: When
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editing is restricted, only Agency Admins and the eRA FOAM Admin can edit FOA
Content and add or address comments.

In the FOA s list screen, the FOA Type filter has been replaced by an Organization filter.

Review tab renamed Review Comments.

New field restrictions to protect OEP policy review:
o NIH Guide tab: The Parent Announcement field can only be edited by Agency
Admins and the eRA FOAM Admins.
o FOA Key Attributes tab: For FOA types PA, PAR and PAS, the FON field can only
be edited by Agency Admins and eRA FOAM Admin. If the issuing component is
OD, the FON is editable only by Agency Admins and the eRA FOAM Admin.

Mar 15, 2018

While a user is editing a section in the FOA Content tab, that section is locked for editing by
other users. A lock message notifies you when another user has locked a section. See FOA
Content

Removable data elements: Template editors can designate data elements as 'Removable' to
allow users to exclude them from FOA content exports (HTML, PDF, Word). See Data
Element Detail. And see FOA Content for instructions on working with removable data

elements.
If you sort the FOA list by a single agency task, the Agency Task column will display the
start date of the selected task, as in this example.

Reports access: All FOAM users can now generate FOA Tracker, Phase-Category, and
Review Schedule reports for their organizations. See Reports

New Task Privileges:

o Add Next Task Assignee — Allows the current task assignee to add assignees to the
next task on Task Completion screen.

o Delete Next Task Assignee — Allows the current task assignee to delete assignees
from the next task on Task Completion screen. This task privilege should be used with
Add Next Task Assignee privilege because it only allows the user to delete assignees
that were added that way.

o Edit Assignee — Allows the task assignee to add or delete assignees on the task.

Feb 1,2018

The FOA Lead Author field defaults to the user who is creating the FOA. See Create FOA
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Tasks can now be set to Not Started regardless of any dependencies (previously, a task that
was dependent on an In Progress task could not be set back to Not Started).

The Save as Model screen displays the associated Phase Flow and FOA Type.

ACF and CDC users can only add one publishing rule to an FOA template, and the only
available attribute for the rule is FOA Type.

FOAM Admins can now manage task list models in the Manage Task List Model screen.

Jan 4, 2018

Inline Comments: When you comment on a data element you can now you can attach the
comment to a specific line or place in the text. When you export the FOA Content to Word,
the comment will be linked to the text it refers to. See FOA Content

Delete multiple tasks from the Task List.
FOA content that is editable is highlighted in the Word export of FOA content.

The FOA Title now appears on all FOA tabs when you hover the mouse over the
announcement number:

My Inbox | FOAs  Reports Admin

FOA2017-07 ... Key Attributes ~ Task List FOA Content Review Attachments

Funding the Future

And note that the FOA Title field is limited to 250 characters.

Nov 16, 2017

Add tables to rich-text fields in the FOA Content tab.

New 'Organization Restricted' FOA attachment type that can only be viewed by users from
the FOA's organization. See Attachments tab

in the FOAs List screen, when you select 'Shared Interest' in the Agency Tasks filter, the
Shared Interest Start Date column is displayed, showing the date when the Shared Interest
task was set to In Progress.

Export the FOASs list in Excel format.

New data logic in the Create FOA screen: To create a FOA, you must first populate and
lock the Organization, FOA Type, and Activity Code fields: Only after they are set and
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locked will all of the other fields and the complete range of configuration options be
displayed.
Similar logic is used when you edit a FOA in the Key Attributes screen.

Nov 2, 2017

Track receipt dates by council round for the FOA. See NIH Guide tab

Generate Review Schedule report.

Organizational divisions are now listed by abbreviation instead of by code in the FOAs
screen and the Phase-Category report.

New icons in My Inbox and the Task List screen.

Oct 13,2017

Generate the HHS Forecast Export Report. See Report Parameters
Copy FOA. See FOAs

Grants.Gov Opportunity ID: Enter opportunity ID to link the FOA to the published FOA on
Grants.gov. See FOA Key Attributes

New Task Completion Requirement: Validate NIH Guide Attributes. See Task

Detail: Overview tab

Notice of Intent to Publish FO As are now marked as cancelled if the associated FOA 1is not
published within 12 months. See FOA Key Afttributes

Sept 28, 2017

Create "Notice" FOA types:
o Notice of Intent to Publish

o Notice of Change to Funding Opportunity
o Notice of Information
o Request for Information
o Request for Proposals
o Policy Notice
See FOA Key Attributes
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New Division Referral Liaison and IC Approving Officialuser roles
New post-completion task actions: Shared Interest Period completion, Set Notice FON. See
Task Actions

Sept 8, 2017

Manage task list models at the Agency or IC level.
New FOA Exception Requests tab

Filter and sort preferences are now saved for duration of the current session. See My Inbox,
FOA List

New Post-completion task actions. For details see Task Actions:
o Approve/Disapprove Limited Competition Exception

o Approve/Disapprove Page Limit Exception
o Lock/Unlock Attachments
o Notify Guide Liaison and Guide Director on Agency Task completion

Aug 10,2017

Add components to create complex FOAs. See Multi-component tab

Agency Admins and eRA FOAM Admins can manage, complete and delete all agency-
level tasks. See Task Lists

Post-completion action to propagate dependent due dates after task completion. See Task
Actions tab

Users with the FOAM_ADMIN role are required to use a model for their task lists. See
Create Task List

Filter FOAs list by issuing component. See FOAs

July 26,2017

Workflow and look-and-feel changes to these screens:

Add Task

Create Task List

FOAs

FOA Key Attributes tab
FOA NIH Guide tab
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e FOA Shared Interest tab
e My Inbox

June 26, 2017

o FOAM integration with the NIH Guide Publishing System (GPS). See FOA Key Attributes

tab: NIH Guide

May 8, 2017

Export Phase-Category report to PDF. See Report Details

Options to propagate dependent due dates when updating a single task due date. See Task
Detail

o Workdays are used to calculate deltas between due dates. See Task List
o A new eRA FOAM Admin role to help with support the system. See FOAM User Roles

January 26, 2017

Initial Publication — eRA is excited to announce the launch of a new Funding Opportunity
Announcement Module (FOAM), which will enable Guide Liaisons to collaborate with others in
their ICs to develop funding opportunity announcements (FOAs) for submission to the Guide
Publishing System (GPS). The system gives staff the ability to internally plan and track the FOA
lifecycle and create FOAs. Future development will allow for multi-level review, revision and
approval of FOAs along with supporting direct submission of FOAs to the Guide Publishing
System.
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1 Overview of FOAM

The Funding Opportunity Announcement Module (FOAM) is designed to help the ICs at NIH and
our agency partners in developing, reviewing, approving and publishing Funding Opportunity
Announcements (FOASs).

Features:

« The ability to establish, track, visualize, and monitor the FOA lifecycle, including critical
business process events and deadline dates.
o Configurable, reusable task workflows by IC.

o The ability to Define task details including due dates, milestones, expiration dates, privileges,
assignments, dependencies, and phases.

« Customizable and editable content that provides a platform for online collaboration for
developing defined content that conforms to built-in agency-level FOA templates.

« Provides graphic display capability to visually display data.
Benefits:

Streamlines the process of creating a FOA.

Adds graphic display capability and other visual representations of data for FOAs, such as a

display of milestones to monitor

Improves tracking and reporting by marking critical business process events and deadline

dates.

Enables online collaboration with colleagues to develop and share data content.

Enables parallel reviews, comments and change tracking, along with the capability to upload

and save documents.

Sends notifications to users based on events such as: FOA review/approval required; FOA

reviewed/approved; milestone approaching; milestone missed.

Who can use FOAM?

o Program Officials and others involved with the FOA development process.

o FOA coordinators and NIH Guide Liaisons need the FOAM_ADMIN role. Other
contributors receive access when assigned FOA tasks.

o OEP Policy Reviewers
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2 Accessing FOAM

Use one of these methods to access FOAM from the eRA intranet:

e Select FOAM from the System Launch drop-down menu, shown here:

System Launch ﬂ

System Launch

Alert Module

Account Management System
Agency Data

Assignment Change Req (ACR)

m

Awaiting Receipt of App (ARA)
Checklist Management
Committee Mamt

1|

e Or: Locate FOAM in the eRA Modules and Services section and click the Launch link, as

FOAM

I'I._:r;hng '-':}p:qr [T} 1'|"1_f
Anncuncemenl Module

shown here: info | launch

e Or: If you're already logged in to the eRA application suite, click the FOA tab on the
menubar at the top of the screen.

o Or: Navigate your browser to https:/public.era.nih.gov/foa.

When you take one of these actions, the Login screen opens, shown here.
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National Institutes of Health | NIH Login

Login with Smart Card

Insert your PIV card into your smart card reader before attempting to login.
For more information visit http//smartcard.nih.gov

LOGIN USING SMART CARD

Alternative login for PIV-exempt users: If you have been granted an exemption from the PIV login
requirement, you may access the alternative login page.

Policies and Motices

Wamning Motice. You are accessing a U.5. Government information system which includes this computer,
network, and all attached devices. This system is for Government-authorized use only. Unauthorized use of
this system may result in disciplinary action and civil and criminal penalties. System users have no
expectation of privacy regarding any communications or data processed by this system. At any time, the
government may menitor, record, or seize any communication or data transiting or stored on this
informaticn system.

Enter your PIV card and PIN number

Upon successful authentication, the system opens the FOAM My Inbox screen.
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2 FOAM User Roles and Privileges

The following user roles are available for FOAM:

NOTE: In this table, the FOAM Role column lists the role name as it appears in FOAM; the
AMS Role Name is the name used in the Account Management System.

FOAM User Roles
AREA SME FOAM AREA SME Checkg the FOA for the AREA subject matter
- - compliance.
Clinical Trial FOAM CLINICAL Checks the FOA for the Clinical Trial subject matter
SME TRIAL SME compliance
Communications FOAM_ Checks the FOA for C icati bj
SrE u COMMUNICATIONS o ric lii ; Cf; or Communications subject matter
SME P
Conferences FOAM Checks the FOA for the Conferences subject matter
SME CONFERENCES SME | compliance.
Cooperative FOAM _ Checks the C five A s subiect matt
Agreements COOPERATIVE ecks the Cooperative Agreements subject matter
- compliance.
SME AGGREMENT SME
CSR Receipt CSR_RECEIPT _ Responsible for approving the CSR Receipt date for
Date Approver | DATE APPROVER FOAs.
Data Sharing FOAM DATA Checks the FOA for the Data Sharing subject matter
SME SHARING SME compliance.
Division FOAM DIVISION Coordinates FOA referral activities within the
Referral Liaison | REFERRAL LIAISON | division.
ERA SME FOAM ERA SME Check.s the FOA for the eRA subject matter
- - compliance.
Evaluation SME FOAM The Evaluation SME role checks the FOA for the
EVALUATION SME | Evaluation subject matter compliance.
FOAM Admin | FOAM ADMIN Sets up and manages FOA records for their agencies
Assists a GrantSolutions Agency partner with
FOAM Agency | FOAM_AGENCY_ FOAM configuration. Admin user at the agency level

Accessing FOAM
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FOAM User Roles
Admin ADMIN with ability to set up Agency task lists
FOAM GS GrantSolutions admin user. Manages FOAs and task
Admin FOAM_GS_ADMIN lists for their IC. Manages the publication of the

FOA to Grants.gov and GrantSolutions.

GrantSolutions admin user. Manages FOAs and task

FOAM GS FOAM_GS_ lists for their Agency. Manages the publication of the
Agency Admin | AGENCY_ADMIN FOA to Grants.gov and GrantSolutions.
FOAM FOAM
Opportunity OPPORTUNITY _ GrantSolutions template editor.
Template Role | TEMPLATE ROLE
FOAM Policy FOAM POLICY _ : .
Reviewer REVIEWER Checks the FOA for policy compliance.
FOAM Can release FOA for publication to grants.gov and
Publisher FOAM_PUBLISHER NIH guide
FOAM ‘ FOAM TEMPLATE Manages.document template.s for their ICs: Can
Template Editor EDITOR ROLE — | create/edit template key attributes and
Role — publish/unpublish templates
Guide .
Management FOAM_Guide Reviews the FOA for compliance.
Management Analyst
Analyst

Human Subjects
SME

FOAM HUMAN
SUBJECTS_SME

Checks the FOA for a Human Subjects subject
matter compliance.

IC Approving . . Approves limited competition and page limit
Official IC Approving Official exception requests for your IC.
OER Leadership FOAM‘QER_ Makes executive decisions on FOAs.
Leadership
FOAM_OPERA
OPERA Grants - - Checks the FOA for the OPERA Grants Policy
. GRANTS POLICY . .
Policy SME - - subject matter compliance.
SME
OPERA RFI FOAM OPERA RFI Checks the FOA for the OPERA RFI subject matter

compliance.

Accessing FOAM
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FOAM User Roles

SME SME

Quality Control | FOAM_QUALITY _ _ . .

Officer CONTROLLER Reviews the FOA prior to publication in FOAM.

Receipt & FOAM RECEIPT Checks the FOA for the Receipt & Referral subject

Referral SME REFERRAL_SME matter compliance.

Referral FOAM_REFERRAL .

Clearance CLEARANCE Checks the FOA for referral compliance.

Research FOAM RESEARCH | Checks the FOA for the Research Training subject

Training SME TRAINING _SME matter compliance.

Review Policy | FOAM REVIEW Checks the FOA for the Review Policy subject

SME POLICY SME matter compliance.

Small Business | FOAM_SMALL Checks the FOA for the Small Business subject

SME BUSINESS_SME matter compliance.

Workfor FOAM_ Checks the FOA for the Workf Diversi bj

Dioersci) CeS E WORKFORCE _ maftce rsc‘i) I; lianceort e Workforce Diversity subject
versity DIVERSITY SME PHAnee:

2.1 Task-based Privileges

In addition to defined FOAM user roles, all eRA users can be assigned to tasks on individual
FOAs.

And tasks can be used to give system privileges to the task assignee while the task is in progress.

Depending on the role of the user who's configuring the task, the following privileges may be
available to be granted to task assignees:

FOAM Task Privileges
Add Next Allows the current task assignee to add assignees to the next task | all Admin
Task Assignee | on Task Completion screen. roles
Delete Next Allows the current task assignee to delete assignees from the next | all Admin
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FOAM Task Privileges

task on Task Completion screen.
Task Assignee | Note: Only allows the user to delete assignees that were added roles
with the "Add Next Task Assignee" privilege

. . . . all Admin
Edit Assignee | Allows the task assignee to add or delete assignees on the task. roles
Address Allows marking comments as addressed. all Admin
Comments roles
Edit Due Date | Allows updating the due date for a task. il)ll;:dmm
Edit FOA Allows assignee to edit FOA content. Note: This privilege is all Admin
Content required in order to access and add inline comments. roles
Edlt‘Key Allows assignee to edit the key attributes of the FOA. all Admin
Attributes roles
Accept/Reject ) . all Admin
Edits Allows accepting or rejecting updates to the FOA content. roles
Review Allows to comment on the FOA content and reply to existing all Admin
Comments comments. roles

. . Agency
Edit Policy Allows assignee to edit the policy language on the FOA content. | Admin
Language

role
Edit .
Publication Allows assignee to edit the publication to grants.gov tab. S)ISeAdmm
Setup
Publish L GS Admin
Forecast Allows publishing the forecast to grants.gov.
role

Record
Publish o . GS Admin
Opportunity Allows publishing the opportunity to grants.gov. role
Publish to Allows publishing the opportunity to the Grants Management GS Admin
GMM Module role

Accessing FOAM
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For instructions on assigning task privileges, see Task Detail.
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3 My Inbox

My Inbox is the opening screen when you access FOAM. You can also click the My Inbox tab in
the top nav bar to open your inbox, as shown below.

And use the other links in the top nav bar to navigate to the other main FOAM screens:

e FOAs— Create and manage FOAs
o Reports — Create and manage Reports

o Document Templates — Create and manage Document Templates

Your Inbox displays the pending FOA tasks that have been assigned to you, as shown here:

My Inbox FOAs Reports Admin
My Inbox @
Fitter By Task Status = Admin Filter Options + Q Apply Filter
Showing 1 -10 of total 16
Filter:
Show 10 w perpage « - 2 »
Agency
Task Review First
Due Start Application Assigned FON/Announcement

Task Name Date “ Date Due Date to Comments # Announcement Title Organization Actions

Division Director approval 11/06/2017 DAN PRESDA o TEMP-1108 Test Title NHLBI -

Publish OTA I 06/21/2018 09/05/2018 FOAM Admin test 06-21- OTA-18DN OTA TEST 06-21-2018 NIA -
[ 1 more... ] 2018 OTA

publishing
Publish OTA B 06/28/2018 06/20/2018 Publisher o OTA16-003 OTA end to end test: NHLBI -
bypass review
Publish T 07/20/2018 10/11/2018  09/14/2018 Publisher (o] TEMP-1098 TEST OTA publishingweb  NIA -
senvice

Shared Interest i 08/01/2018 COOPER o DT3-2-TEST-FOA DT3-2-TEST-FOA NHLBI -
ROPER

--IC Limited Competition 08/02/2018 FOAM Admin (o] DT3-2-TEST-FOA DT3-2-TEST-FOA NHLBI -

Approval I aa™

Edit FOA T 08/13/2018 COOPER o TRAINING-T32 TRAINING-T32 NIGMS -
ROPER

Edit FOA T 08/13/2018 ANNA commented TRAINING-K12 TRAINING-K12 NHLBI -
KOINA 03-1-2-1 @

Edit FOA I 08/13/2018 COOPER 19 TRAINING-D43 TRAINING-D43 NHLBI -
ROPER

Edit FOA IL 08/13/2018 ANNA 09-17-2018 TRAINING-KM1 TRAINING-KM1 NHLBI -
KOINA verified

Filter and Sort:

By default the inbox shows only your pending tasks (/In Progress or Not Started status) — when
you complete a task, it is removed from your inbox.
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But you can use the Filter drop-down menus to choose which task statuses you want to display in
this session, and whether to show tasks for only yourself or for all users. Click to open the menus
and use the checkboxes to select, then click Apply Filter as shown here:

Filter By Task Status - Admin Filter Options - E Q Apply Filter
O
! Current User
[ Mot Started )
() All Users
Oin Progress
O Recently Completed

To sort the results, click the up or down arrows in the column headers: The new sort order will be
used for the rest of the session.

3.1 Actions

o Click a task name to open the Task Detail screen and review or complete the task.

o Click a comment icon k=1 to add a comment.

o The Assigned To column shows all users assigned to the task, including those assigned by
name and those assigned by role (the first user that is assigned by name is listed first in the
column). If there are multiple assignees, the field will have a gray bubble indicating how

m
many more assignees there are: Hover your mouse over the bubble to see all

assignees.

m to quickly spot agency tasks,
o Click a FON/FOA # to open the FOA Key Attributes screen.

o Or select one of these actions from the Task Actions menu, shown here:

« Look for the agency icon:
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Task
Actions

Mot Started
Submit for Preliminary Policy Review

History

Sub-assignment

Note: The choices available in this menu depend on your user role and the status of the task, but
you may see some or all of the following actions:

o Start Progress — This is the first step for working on a task: The task must be in progress
before you can complete it,/ add comments, or perform actions for which the task grants you
permission, such as adding assignees or editing task content. See Task Detail for more

information.
o Not Started — Change an in-progress task back to Not Started state. (available to FOAM _
ADMIN users only)

o Complete — Click to mark the task complete in the Task Completion screen. If the

completed task is a phase gate, the FOA moves to the next phase.

o History — View all past activity on the task in the Task History screen.

o Delete Task — Permanently delete the task. (available to FOAM_ADMIN users only)

o Sub-Assignment — Users who have assignment privileges on a task can select this action
to add a sub-assignment to the task. Use sub assignments on tasks that are assigned by role
to distribute them among the users in your organization.

To create a sub-assignment, click this action and then select specific users from a pop-up
window. (FOAM presents you with a list of users in your organization who have one of the

roles required by the task.)

1 Except: FOAM Admins can complete tasks that are Not Started as long as they do not have any
uncompleted mandatory dependencies.
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4 Task List tab

Task Lists (also called timelines) are ordered workflows of the tasks required to build the FOA.
Click the Task List tab in the FOA screen to create and manage task lists for the FOA:

o Ifthe FOA has an existing task list, clicking the Task List tab opens the Task

List screen, as shown below.

o Ifthe FOA does not yet have a task list, clicking the Task List tab opens the
Create Task List screen instead.

Use the Task List screen to create and manage FOA task lists.

Y ou can create multiple versions of a task list to consider different timeline options for developing
the FOA or to compare a reference version of the timeline to the actual conditions. The task list that
is currently being used to track the FOA development process is called the “active” task list.

See below for instructions on working with task lists.

TEMP-2 ... KeyAtiributes ~ TaskList  Sharedinterest  Attachments  Transaction History 2]
Task List: 2018 Default v Inactive [FTT  Actions ~ =

Based On Model: HL Demo Model (IS0
Phase Flow: NHLBI

+ Add Task Delete Selected Tasks Y Filter Options ~ | Task Type: Organization, Optional, Agency
Showing 1 - 10 of total 50
Filter:
] snow 0 v perpre < Jlf2 0 4 s
Due Status
O Task Name % Date “  Assigned to # Comments + Status & Date + Actions
O Shared Interest [ 10/01/2018  FOAM Admin o Not -
Started
O Preliminary Policy Review SFAm 10/02/2018  Guide Management (@) Mot -
Analyst Started
O —IC Limited Competition Approval I © 10/02/2018 FOAM Admin (@] Not -
(' more... started
O —IC Page Limit Exception Approval M @ 10/02/2018 FOAM Admin o Not -
(' more..Y started
O —Human Subjecis Review & fl @ 10/05/2018 Human Subjects SME O Not -
Started
O —-Small Business Review &M © 10/05/2018  Small Business SME o Mot -
Started
O —Receipt & Referral Review &1l © 10/05/2018 Receipt & Referral o Not -
SME Started
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4.1 Working with the Task List

Click the Task List drop-down menu to select which task list to display. If an active task list exists,
it is selected by default.

The Active button is present on active task lists, and the Inactive button

Inactive

is present on inactive tasks list. Use these buttons to toggle the
active/inactive status of the task list:

o Click the Inactive button to make an inactive task list active: that is, to make it
the official task list in use now to guide the FOA development process.

o Click the Active button to deactivate an active list. Note: Y ou cannot deactivate
a task list that has an agency task in progress.

o Note: Once the task list becomes active, work can be performed on its tasks and

the first mandatory task on the list is set to /n Progress.

o Note: If another task list was active, when a new task list becomes active, the

previous task list is set to inactive and all its tasks are set to Not Started.

[ahal
Click the graph button to open a graph view showing the progress of the tasks in this task
list. (Note: Only available if the task list includes at least one milestone task)

+ Add Task
Click Add Task to open the Task Detail screen and add a new task to the task list.

To delete one or more tasks, use the checkboxes at the left to select the tasks, then click Delete

Delete Selected Tasks

Selected Tasks:

Click the Actions button to select one of these actions in the Actions menu:
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Actions =

Create Reference Version
Create Task List

Save as Model

Compare Task Lists

Freview Task List

NOTE: The actions available in this menu depend on your user role and the status of
the task list. Some or all of the following actions may be available:

o Create Reference Version — Click to create a reference version (a snapshot) of the active
task list to use for auditing purposes. (Note: This action only available to the admin user)

o Create Task List — Click to generate a new task list. (Note: This action only available to
admin users)

o Save as model — Click to save the task list you're viewing as a model to use when creating
future task lists with the Create Task List action. (Note: This action only available to admin
users). See Save as Model for information on creating a new task list based on a model.

o Compare Task Lists — Click to select two task lists to compare. (Note: only available if
more than one version of the task list exists)

o Preview Task List — Click to generate a detailed overview of all tasks in the list.

o Sub-Assignment — Users who have assignment privileges on a task can select this action
to add a sub-assignment to the task. Use sub assignments on tasks that are assigned by role
to distribute them among the users in your organization.

To create a sub-assignment, click this action and then select specific users from a pop-up
window. (FOAM presents you with a list of users in your organization who have one of the
roles required by the task.)
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Filter and sort

o Open the Filter Options menu to select the task types you want to see, as shown here:

T Filier Opfions ~ |

ter By Task Type
1 Organization
Agency

&1 Optional

Note: The Filter Options menu is not available for GrantSolutions users.
o Or type text in the Filter box to see only tasks that have the filter text in some field.
o Click the arrows at the top of the columns to sort the task grid by that property.

4.2 Working with individual tasks
You can perform the following actions on the tasks in the task grid:

¢ Click the task name to view or edit the task in the Task Detail screen.

o The flag icon indicates milestone tasks. Roll over the icon to see which task phase it's in, as

=
shown here: [ Milestone Phase I
o The link icon indicates dependent tasks. Roll over it to see the task this task depends on,
Py

1. Preliminary Policy Review

as shown here:

o Click the comment icon @ to add a comment in the Task Comments screen. (Note: When

you add a comment on a task, the task assignee receives a notification.)

1

« Other icons identify optional tasks: , agency tasks: ==, and tasks set to autostart when

the task they're dependent on is completed: EI
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o The Assigned to column lists the task assignee. If there's more than one assigned person or
role, a bubble in the field tells you how many. Roll over it to see them, as shown here:

Roles:
Evaluation SME

Grants Specialist
m Lead Author
Users:
ALEK SAME

5 Specialist

E Snecialist

o Select from the following actions in the Actions menu at the right side of the grid, shown
here:

Actions

Mot Started

Submit for
Preliminary
Policy Review

History

Sub-assignment

NOTE: The actions available for a task depend on your user role and the current task
status. Some or all of the following actions may be available for a given task:

o Not Started — Sets the task status to Not Started. Note: only available to FOAM Admins.

o Start progress — Sets the task (set the task status to /n Progress). Note: Only FOAM
Admins can start a task.

o Complete — Sets the task status to Completed. Note: only available to FOAM Admins.

o Submit for Policy Review — Submit to OEP for policy review. Note: only available to

FOAM Admins.
o Delete task — Deletes the task. Note: not available for in-progress, completed, or expired
tasks.

o History — Click to open the Task History screen.
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NOTE: For "Agency" task types, users with the Agency Admin or e(RA FOAM Admin user role
can act on the task (Start it, set it to Not Started, Delete it or Complete it) even if the task is not
assigned to them.

4.3 Task List tab
Task Lists (also called timelines) are ordered workflows of the tasks required to build the FOA.
Click the Task List tab in the FOA screen to create and manage task lists for the FOA:

o Ifthe FOA has an existing task list, clicking the Task List tab opens the Task

List screen, as shown below.

o Ifthe FOA does not yet have a task list, clicking the Task List tab opens the
Create Task List screen instead.

Use the Task List screen to create and manage FOA task lists.

Y ou can create multiple versions of a task list to consider different timeline options for developing
the FOA or to compare a reference version of the timeline to the actual conditions. The task list that
is currently being used to track the FOA development process is called the “active” task list.

See below for instructions on working with task lists.
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TEMP-2 ... Key Attributes Task List Shared Interest Attachments Transaction History

Task List:

2018 Default v inactive AT Actions ~ g

Based On Model: HL Demo Model  ({IEE%)
Phase Flow: NHLBI

+ Add Task Delete Selecied Tasks

Filter:

]

Y Filter Options ~ | Task Type: Organization, Optional, Agency

Due
O Task Name + Date “  Assigned to # Comments
O Shared Interest I 10/01/2018 FOAM Admin o
O Preliminary Policy Review & # M 10/02/2018  Guide Management o
Analyst
O ~IC Limited Competition Approval il © 10/02/2018  FOAM Admin o
O --IC Page Limit Exception Approval 1 @ 10/02/2018  FOAM Admin o]
[ 1 more..}
| —-Human Subjecis Review & Ml @ 10/05/2018 Human Subjects SME =~ O
O —Small Business Review & Ml @ 10/05/2018 Small Business SME
0 —Receipt & Referral Review & Ml @ 10/05/2018 Receipt & Referral (]
SME

Show| 10 v  perpage

-
-

Status

Not
Started

Not
Started

Not
Started

Mot
Started

Not
Started

Mot
Started

Not
Started

Showing 1 - 10 of total 50

-

Working with the Task List

Click the Task List drop-down menu to select which task list to display. If an active task list exists,

it is selected by default.

The Active button mj is present on active task lists, and the Inactive button

Inactive

active/inactive status of the task list:

is present on inactive tasks list. Use these buttons to toggle the

o Click the Inactive button to make an inactive task list active: that is, to make it

the official task list in use now to guide the FOA development process.

o Click the Active button to deactivate an active list. Note: You cannot deactivate

a task list that has an agency task in progress.

o Note: Once the task list becomes active, work can be performed on its tasks and

the first mandatory task on the list is set to In Progress.

o Note: If another task list was active, when a new task list becomes active, the

previous task list is set to inactive and all its tasks are set to Not Started.
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il
Click the graph button to open a graph view showing the progress of the tasks in this task
list. (Note: Only available if the task list includes at least one milestone task)

+ Add Task
Click Add Task to open the Task Detail screen and add a new task to the task list.

To delete one or more tasks, use the checkboxes at the left to select the tasks, then click Delete

Selected Tasks:

Click the Actions button to select one of these actions in the Actions menu:

Actions -

Create Reference Version
Create Task List

Save as Model

Compare Task Lists

Preview Task List

NOTE: The actions available in this menu depend on your user role and the status of
the task list. Some or all of the following actions may be available:

o Create Reference Version — Click to create a reference version (a snapshot) of the active
task list to use for auditing purposes. (Note: This action only available to the admin user)

o Create Task List — Click to generate a new task list. (Note: This action only available to
admin users)

o Save as model — Click to save the task list you're viewing as a model to use when creating
future task lists with the Create Task List action. (Note: This action only available to admin
users). See Save as Model for information on creating a new task list based on a model.

o Compare Task Lists — Click to select two task lists to compare. (Note: only available if
more than one version of the task list exists)

o Preview Task List — Click to generate a detailed overview of all tasks in the list.

o Sub-Assignment — Users who have assignment privileges on a task can select this action
to add a sub-assignment to the task. Use sub assignments on tasks that are assigned by role
to distribute them among the users in your organization.

To create a sub-assignment, click this action and then select specific users from a pop-up
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window. (FOAM presents you with a list of users in your organization who have one of the
roles required by the task.)

4.3.0.1 Filter and sort

o Open the Filter Options menu to select the task types you want to see, as shown here:

Y Filier Options ~ |

Filter By Task Type

1 Organization
Agency

&1 Optional

Note: The Filter Options menu is not available for GrantSolutions users.
o Or type text in the Filter box to see only tasks that have the filter text in some field.
o Click the arrows at the top of the columns to sort the task grid by that property.

Working with individual tasks
Y ou can perform the following actions on the tasks in the task grid:

o Click the task name to view or edit the task in the Task Detail screen.

« The flag icon indicates milestone tasks. Roll over the icon to see which task phase it's in, as

|
shown here: [ Milestone Phase I
o The link icon indicates dependent tasks. Roll over it to see the task this task depends on,
P |

1. Preliminary Policy Review

as shown here:

o Click the comment icon El to add a comment in the Task Comments screen. (Note: When

you add a comment on a task, the task assignee receives a notification.)

m

« Other icons identify optional tasks: , agency tasks: ==, and tasks set to autostart when

the task they're dependent on is completed: EI
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o The Assigned to column lists the task assignee. If there's more than one assigned person or
role, a bubble in the field tells you how many. Roll over it to see them, as shown here:

Roles:
Evaluation SME

Grants Specialist
m Lead Author
Users:
ALEK SAME

5 Specialist

E Snecialist

o Select from the following actions in the Actions menu at the right side of the grid, shown
here:

Actions

Mot Started

Submit for
Preliminary
Policy Review

History

Sub-assignment

NOTE: The actions available for a task depend on your user role and the current task
status. Some or all of the following actions may be available for a given task:

o Not Started — Sets the task status to Not Started. Note: only available to FOAM Admins.

o Start progress — Sets the task (set the task status to /n Progress). Note: Only FOAM
Admins can start a task.

o Complete — Sets the task status to Completed. Note: only available to FOAM Admins.

o Submit for Policy Review — Submit to OEP for policy review. Note: only available to

FOAM Admins.
o Delete task — Deletes the task. Note: not available for in-progress, completed, or expired
tasks.

o History — Click to open the Task History screen.
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NOTE: For "Agency" task types, users with the Agency Admin or e(RA FOAM Admin user role
can act on the task (Start it, set it to Not Started, Delete it or Complete it) even if the task is not
assigned to them.

4.4 Add Task

When you click the Add Task button in the Task List screen, the Task Detail: Overview tab
opens, as shown below.

Use this screen to add a task to the task list.

ICOMPLEX ... Dashboard Key Altributes ~ Task List ~ Task Detail FOA Content Review Comments  Altachments  Transaction History
Add Task:
% Required Information
Overview Task Checklist Task Actions Task Notifications
% Task Name % Due Date % Status Date Phase
= 02/1972019 =9 W
] milestone Task List Options [l Phase Gate
Task Types Privileges Task Completion Requirements
Assigned To Role Assigned To Person
Use the search icon to select assignees Q
Dependent On
Category
N
Task Description
B I S I,|Z :Z iz 99 | Styles - | Format - ERGEEE =] ™ OO e

Characters (with HTML): 0/4000

Save and Close Cancel

See also these other Task Detail tabs:
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o Task Checklist tab — Create a checklist to record progress on the task.
o Task Actions tab — add a defined action to the task.

o Task Notifications — Add custom notifications for task events.

Use these fields in the Overview tab to define task properties:

o Task Name — Enter the name of the task
o Due Date — Enter a due date for the task.

o Status Date — This field shows the date of the last update

o Phase — Select the phase of the task.

o Milestone — Check this box if the task is a milestone and should be displayed on the graph
and in reports.

o Task List Options — Select one or more of these options for handling due dates:

o Expire on due date — Make task expire automatically if it is not completed by
the due date.

o Update dependent (subsequent) due dates — If this task's due date changes,
adjust the due dates of tasks that are dependent on it (subsequent tasks).

o Update dependent-on (previous) due dates — If this task's due date changes,
adjust the due dates of tasks that it is dependent on (previous tasks).

o Phase Gate — Check this box if the task is a phase gate (that is, the task that completes the
selected phase and kicks off the next phase).

o Task Types — Click to open the drop-down menu and assign one or more task types. The
following task types are available:

o Agency — Designates OEP actions. Note: For Agency tasks, users with the
Agency Admin or eERA FOAM Admin user role can act on the task (Start it, set
it to Not Started, Delete it or Complete it) even if the task is not assigned to
them. And IC users cannot access these tasks at all.

o Optional — Tasks that may not need to be executed for the FOA and can be
filtered out from a Task List view. Note: Once an optional task is initiated, it is
no longer considered optional.

o Shared Interest — When a Shared Interest task is initiated, the Shared Interest
tab becomes available for other organizations to add their participation.
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« Privileges — Use this field to give the assignee privileges for making changes to the task.
click to see instructions:

Click the Privileges field to open drop-down menu and select one or more privileges:

Click privileges one-by-one to select them and add them to the list, as shown below.
You can add as many as you want.

Click on a privilege a second time to remove it from the list.

NOTE: See the list of privileges that are available for your user role.

Privileges

= Edit Publicafion Setup | | = Review Comments || = AcceptReject Edifs | | = Address Comments || = Add Assignee | | |
Edit FOA content A
Edit Publication Setup
Review Comments
Accept/Reject Edils

Address Commenis

Add Assignes

o Task Completion Requirements — Completion requirements can be set on a task to
prevent the task from being completed if the requirements have not been met. The following
completion requirements can be set based on the task privileges selected:

« Validate NIH Guide Attributes: ensure that key attributes needed for Guide review have
been entered. Available with Edit Key Attributes privilege. Different attributes are
validated depending on the FOA type:

o For RFA/PAS: Issuing Component, Activity Code, Purpose, Standard Due Dates
Apply, New/Reissue, Clinical Trial Related, Concept Clearance fields, Diversity,
Standard Review Criteria, SBIR Direct Phase II, First Application Due Date,
Publication Date

o For PA/PAR as well as RFA/PAS if not an NIH Organization: Issuing Component,
Activity Code, Purpose, Standard Due Dates Apply, New/Reissue, Clinical Trial
Related, Diversity, Standard Review Criteria, SBIR Direct Phase II, First
Application Due Date, Publication Date

Task Completion Requirements
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o For Notices: Issuing Component, Purpose, New/Reissue, Publication Date

o Forall FOA types: Validate that one and only one attachment of type Full
Announcement is present if no document template is associated with the FOA.

o For OpDivs (non-NIH organizations): Concept Clearance fields are not required.

o Ifan exception is requested: justification text area has to be filled in.

o For Limited Competition Exception: at least one Limited Competition Category has
to be selected.

« Validate FOA Content: ensure that all required data element on the FOA content have been
entered. Available with Edit FOA Content privilege.

o Shared Interest Period: ensure that 14 days have passed after the task was set to In Progress
or 5 if the FOA Classification allowing for a reduced holding period field is checked.
Available with Edit FOA Content privilege. Not enforced if FOA type is one of the notice
types (not RFA/PA/PAS/PAR).

« Validate Grants.gov Synopsis: validate that the synopsis fields are filled in. Available with
Edit Publication Setup privilege.

« Validate Grants.gov Application Package(s): validate that the application packages are
there. Available with Edit Publication Setup privilege.

 -Validate Published Forecast: validate that the forecast has been published. Available with
Publish Forecast Record privilege.

« Validate Published Opportunity: validate that the full opportunity has been published. Full
Opportunity has 3 components: Synopsis, Package and Related Document or Related
Documents link. Available with Publish Opportunity privilege.

o Validate GMM Record: validate that the GMM fields are filled in, Available with Edit
Publication Setup privilege.

o Validate GMM Publication: validate that the FOA has been published to GMM. Available
with Publish to GMM privilege.

« Validate Current Template: validate that the FOA is using an active template and it's
publishing rules correspond to the key attributes for the FOA. Available with Edit Key
Attributes privilege.

» Validate OTA Attributes: validate that the FOA can be send to the eRA review web
service. Available with Edit Key Attributes privilege.

o Given Review Bypass is not checked, Council Round, Total Criteria Max Score,
and at least one Criteria with Criterion Label and Score have to be defined.

o Given Receipt and Referral Bypass is checked and Review Bypass is not checked,

Task Completion Requirements
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IRG/SRG-Flex have to be defined. If Receipt and Referral Bypass is not checked
IRG/SRG-Flex and SRO Designator-Flex can be entered in eRR and are therefore
not required to be entered in FOAM.

o @Given Receipt and Referral Bypass is not checked, First Application Due Date is
mandatory since RR needs this date.

o Publication Date, Expiration Date, and Activity Code have to be filled in.

o The sum of all review criteria max scores must equal to the value in the Total Criteria
Max Score.

Task Completion Requirements

o Assigned To: Who is responsible for completing this task? Use the next two fields to
specify: You can assign the task to a specific person and/or to any user who has a given user
role.

o Assigned to Role — Select FOA or eRA roles responsible for completing the task.

o Assigned to Person — Select user(s) responsible for completing the task: Click the
magnifying glass icon to open a pop-up Person Search window, as shown below.
Perform your search and select a person to close the pop-up window.

Person Search

First name: Last name: IC: Role:

Person Name User Id Login User

Mo data available in table

o Dependent On — Use to create task dependencies: Click to open a drop-down menu and
select the tasks that must be completed before this task can be started.
Note: If you make your task dependent on an optional task, the assignee does not have to

wait for the optional task to be completed: He or she can start anytime as long as all non-
optional tasks have been completed.
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« Start task on completion of dependencies — check to start the task automatically once all
tasks it depends on are completed.
o Category — the category of the task used for reporting.
o Task Description — Description of the task. This can be used to provide instructions to the
assignee of what needs to be done for this task.
Saving the Task

At any point in this process, you can click the Save button to save your changes.

When you are finished configuring the task, click Save and Close to save your changes and close
the window.

4.5 Task Detail

All users can access this screen to view detailed information about tasks.

Admin users can also use this screen to add or edit tasks: When you click a task name or the click
the Add Task button in the Task List screen, the Task Detail Overview tab opens, as shown here:
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DEMO-COMPLEX ...  Dashboard Key Aftributes ~ Task List ~ Task Detal  FOA Content Review Comments  Attachments  Transaction History

Task Detail: IC Review O
#* Required Information

Overview Task Checklist Task Actions Task Motifications

#* Task Name % Due Date % Status Date Phase
IC Review 12/01/2019 i) 01/28/2019 s v

[] Milestone Task List Options []Phase Gate

Task Types Privileges Task Completion Requirements

Assigned To Role Assigned To Person

Use the search icon to select assignees Q

Dependent On
Draft [11/21/2018]
Start task on completion of all dependencies
Category
Program v
Task Description

B I § I, =

i 99| Styles ~ | Format - B E @ = ™ E Q|

Characters (with HTML) 0/4000

a Save and Close Cancel

See also these other Task Detail tabs:

o Task Checklist tab — Create a checklist to record progress on the task.
o Task Actions tab — add a defined action to the task.

o Task Notifications — Add custom notifications for task events.

Use these fields in the Overview tab to define task properties:

o Task Name — Enter the name of the task
e Due Date — Enter a due date for the task.

o Status Date — This field shows the date of the last update
o Phase — Select the phase of the task.

o Milestone — Check this box if the task is a milestone and should be displayed on the graph
and in reports.
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o Task List Options — Select one or more of these options for handling due dates:

o Expire on due date — Make task expire automatically if it is not completed by
the due date.

o Update dependent (subsequent) due dates — 1f this task's due date changes,
adjust the due dates of tasks that are dependent on it (subsequent tasks).

o Update dependent-on (previous) due dates — If this task's due date changes,
adjust the due dates of tasks that it is dependent on (previous tasks).

o Phase Gate — Check this box if the task is a phase gate (that is, the task that completes the
selected phase and kicks off the next phase).

o Task Types — Click to open the drop-down menu and assign one or more task types. The
following task types are available:

o Agency — Designates OEP actions. Note: For Agency tasks, users with the
Agency Admin or eERA FOAM Admin user role can act on the task (Start it, set
it to Not Started, Delete it or Complete it) even if the task is not assigned to
them. And IC users cannot access these tasks at all.

o Optional — Tasks that may not need to be executed for the FOA and can be
filtered out from a Task List view. Note: Once an optional task is initiated, it is
no longer considered optional.

o Shared Interest — When a Shared Interest task is initiated, the Shared Interest
tab becomes available for other organizations to add their participation.

o Privileges — Use this field to give the assignee privileges for making changes to the task.
click to see instructions:

Click the Privileges field to open drop-down menu and select one or more privileges:

Click privileges one-by-one to select them and add them to the list, as shown below.
You can add as many as you want.

Click on a privilege a second time to remove it from the list.

NOTE: See the list of privileges that are available for your user role.
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Privileges

x« Edit Publicafion Setup | | = Review Comments || = AcceptReject Edifs | | = Address Comments || = Add Assignee | | |
Edit FOA content A
Edit Publication Setup
Review Comments
Accept/Reject Edils

Addrezss Commenis

Add Assignee W

o Task Completion Requirements — Completion requirements can be set on a task to
prevent the task from being completed if the requirements have not been met. The following
completion requirements can be set based on the task privileges selected:

« Validate NIH Guide Attributes: ensure that key attributes needed for Guide review have
been entered. Available with Edit Key Attributes privilege. Different attributes are
validated depending on the FOA type:

o For RFA/PAS: Issuing Component, Activity Code, Purpose, Standard Due Dates
Apply, New/Reissue, Clinical Trial Related, Concept Clearance fields, Diversity,
Standard Review Criteria, SBIR Direct Phase II, First Application Due Date,
Publication Date

o For PA/PAR as well as RFA/PAS if not an NIH Organization: Issuing Component,
Activity Code, Purpose, Standard Due Dates Apply, New/Reissue, Clinical Trial
Related, Diversity, Standard Review Criteria, SBIR Direct Phase II, First
Application Due Date, Publication Date

o For Notices: Issuing Component, Purpose, New/Reissue, Publication Date

o For all FOA types: Validate that one and only one attachment of type Full
Announcement is present if no document template is associated with the FOA.

o For OpDivs (non-NIH organizations): Concept Clearance fields are not required.

o [fan exception is requested: justification text area has to be filled in.

o For Limited Competition Exception: at least one Limited Competition Category has
to be selected.

« Validate FOA Content: ensure that all required data element on the FOA content have been
entered. Available with Edit FOA Content privilege.

o Shared Interest Period: ensure that 14 days have passed after the task was set to In Progress
or 5 if the FOA Classification allowing for a reduced holding period field is checked.

Task Completion Requirements
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Available with Edit FOA Content privilege. Not enforced if FOA type is one of the notice
types (not RFA/PA/PAS/PAR).

» Validate Grants.gov Synopsis: validate that the synopsis fields are filled in. Available with
Edit Publication Setup privilege.

 Validate Grants.gov Application Package(s): validate that the application packages are
there. Available with Edit Publication Setup privilege.

» -Validate Published Forecast: validate that the forecast has been published. Available with
Publish Forecast Record privilege.

 Validate Published Opportunity: validate that the full opportunity has been published. Full
Opportunity has 3 components: Synopsis, Package and Related Document or Related
Documents link. Available with Publish Opportunity privilege.

o Validate GMM Record: validate that the GMM fields are filled in, Available with Edit
Publication Setup privilege.

« Validate GMM Publication: validate that the FOA has been published to GMM. Available
with Publish to GMM privilege.

« Validate Current Template: validate that the FOA is using an active template and it's
publishing rules correspond to the key attributes for the FOA. Available with Edit Key
Attributes privilege.

» Validate OTA Attributes: validate that the FOA can be send to the eRA review web
service. Available with Edit Key Attributes privilege.

o Given Review Bypass is not checked, Council Round, Total Criteria Max Score,
and at least one Criteria with Criterion Label and Score have to be defined.

o Given Receipt and Referral Bypass is checked and Review Bypass is not checked,
IRG/SRG-Flex have to be defined. If Receipt and Referral Bypass is not checked
IRG/SRG-Flex and SRO Designator-Flex can be entered in eRR and are therefore
not required to be entered in FOAM.

o Given Receipt and Referral Bypass is not checked, First Application Due Date is
mandatory since RR needs this date.

o Publication Date, Expiration Date, and Activity Code have to be filled in.

o The sum of all review criteria max scores must equal to the value in the Total Criteria

Max Score.

Task Completion Requirements

Task List tab 46 June 13, 2019



FOAM USER Guide

o Assigned To: Who is responsible for completing this task? Use the next two fields to
specify: You can assign the task to a specific person and/or to any user who has a given user
role.

o Assigned to Role — Select FOA or eRA roles responsible for completing the task.
o Assigned to Person — Select user(s) responsible for completing the task: Click the
magnifying glass icon to open a pop-up Person Search window, as shown below.

Perform your search and select a person to close the pop-up window.

Person Search

First name: Last name: IC: Role:

Person Name User Id Login User

Mo data available in table

o Dependent On — Use to create task dependencies: Click to open a drop-down menu and

select the tasks that must be completed before this task can be started.
Note: If you make your task dependent on an optional task, the assignee does not have to
wait for the optional task to be completed: He or she can start anytime as long as all non-

optional tasks have been completed.

« Start task on completion of dependencies — check to start the task automatically once all

tasks it depends on are completed.
o Category — the category of the task used for reporting.

o Task Description — Description of the task. This can be used to provide instructions to the
assignee of what needs to be done for this task.

Saving the Task
At any point in this process, you can click the Save button to save your changes.

When you are finished configuring the task, click Save and Close to save your changes and close
the window.
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4.6 Task Detail: Task Actions tab

This screen opens when you click the Task Detail screen's Task Actions tab.

Use it to add a defined action to the present task.

Key Attributes Task List Task Detail Attachments Transaclion History

dd Task: new task

Required Information
Overview Task Checklist Task Actions

stomize actions for this task.

@ Complete Delete Action

* Task Action Name Compiete

# Cumrent Task Status Compieted

* Next Task All Dependent Tasks

Post-completion Action(s)

d Task Action

See also these other Task Detail tabs:

o Overview tab
e Task Checklist tab

1. To add a task action to the task, complete these four fields:

a. Task Action Name
b. Current Task Status — Select Completed, Expired, Not Started, On Hold, or Bypassed.

c. Next Task — If you wish, you can override the task order defined by the task list and select
a different future task to be the next required task after this task is completed. See Next Task
Configuration below for instructions.

d. Post-completion Action(s) — Select system actions to be performed immediately after the
task is completed. You can select the following actions:

o Approve/Disapprove Limited Competition Exception — Approval puts the digital
signature of the OEP Director under the Limited Competition exception, and allows

the PDF of the exception memo to be generated. (see Exception Requests tab)
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o Approve/Disapprove Page Limit Exception — Approval puts the digital signature
of the OEP Director under the Page Limit exception, and allows the PDF of the

exception memo to be generated. (see Exception Requests tab)

o IC Limited Competition Approval — Puts the digital signature of the IC Approving

Official under the Limited Competition exception. (see Exception Requests tab)

o IC Page Limit Exception Approval — Puts the digital signature of the IC
Approving Official under the Page Limit exception. (see Exception Requests tab)

o Lock/Unlock FOA Content — Prevent or enable editing of FOA elements.

o Notify of Task Completion — Send email notification to the Guide Liaison and
Guide Director that the task has been completed.

o Propagate Dependent Due Dates — Reset dependent task due dates to maintain the

configured number of workdays between task due dates.

o Shared Interest Period completion — Require Shared Interest tasks to be in
progress for at least 14 days before they can be completed. (Note: NIH only. And
does not apply to Notice or Supplement FOA types: Shared interest tasks on these
FOAs can be completed right away.)

Plus these actions for Agency Admins and eRA FOAM Admins only:

o Set PA FON — Manually set the FON for P4 FOAs
o Set RFA FON — Manually set the FON for RFA FOAs

o Set Notice FON — Manually set the FON for Nofice FOAs.

Note: Only one Page Limit-related post-completion action and one Limited
Competition post-completion action can be selected for a task.

Next Task configuration:

If you wish, you can use the Next Task field shown above to override the task order defined by
the task list and to select a different future task to be the next required task after the present task is
completed.

When you select a Next Task in this field, two additional fields are added to the bottom of the
grid, as shown below.

Complete these two fields to configure the next-task requirement:

o Next Task Status — Set the status of the selected Next Task: Select Completed, Expired,
Not Started, On Hold, or Bypassed
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o Intermediate Task(s) Status — And also choose a status to apply to any tasks that come
between the present task and the selected Next Task in the original task list order.

* Next Task List docs

Post-completion Action{s)
#* Next Task Status

In Progress

* Intermediate Task(s) Status Completed

There are no Infermedisfe Tasks associated with this configuration.

2. To add another task action to the task, click the Add Task Action button: Another set of
configuration fields will appear in the screen. Configure them as described above.

. When you're finished adding task actions, click Save to save your changes or click Save
and Close to save the actions and close the window, or click Cancel to cancel, or click
Delete Action as needed to delete unwanted actions.

When you save a new action, it appears as the last task in the Task Actions tab, as shown below:

You can edit it as described above or click Delete Action to delete it.

Oveniew  TaskCheckiist  Task Actions
Cuslomize actions for this fask

© Completementalize

# Task Action Name

* Current Task Status

* Next Task
Post.completion Action{s)

* Next Task Status

* Intermediate Taskls) Status

© decompartmentalize

# Task Action Name

* Current Task Status

* Next Task

Post.completion Action{s)

Completementalize

Not Staried

List docs

In Progress

Gompleted

There are o Infermediate Tasks associated with this configration

decompartmentalize

Not Staried

All Dependent Tasks

4.7 Task Detail: Task Checklist tab

When you click Task Checklist in the Task Detail screen, the Task Detail: Task Checklist tab

opens, as shown here:

Use this screen to create a
steps that are necessary to

checklist for the task, and add checklist items to record progress on the
complete the task.

Task List tab
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Key Aftributes Task List Task Detail Attachments Transaction History

Add Task

% Required Information

Overview Task Chechlist Task Aclions

Add Task Cheekiist item »

See also these other Task Detail tabs:

o Qverview tab
o Task Actions tab

The Task Checklist tab contains this control:

Enter New Task Checklist — Y ou can add checklist items to record progress on the steps that
are necessary to complete the task. Follow these steps:

1. Click Add Task Checklist item to open the task editing tool, as shown here:

Add Task Checklist item

Enter new Task Checklist item:

x

2. Type the task item in the text field and click the check button to save it.
3. Saved checklist items appear in the Task Checklist display, as shown here:

Overview Task Checklist Task Aclions

Task Checklist Required Action
concatenate attachments o i}
m] i

Review Assessmenis

4. Click the Required box to make an item mandatory, leave blank for optional
items.
Click the trash icon to delete an item.

5. Click Save to save your changes or click Save and Close to save the checklist
and close the window.
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4.8 Save as Model

This screen opens when you select the Save as model action in the Task List screen. Use it to
save a task list as a model that your IC can use as the basis for future task lists.

Save as Model

%* Required Information
% Save as model option: ® Create new Overwrite existing
% Task list model name:

Description:

% Target task:

Phase Flow: NHLBI

FOA Type: PA

1. To save the model, enter information as described in the table below, then click Submit.
2. FOAM returns you to the Task List screen.

Save as Model screen

Create New,

Overwrite Choose to create a new model or overwrite an existing model.

existing

Task List o Ifyou're creating a new model, enter a unique name.

Model Name « If you're rewriting an existing model, select the model from the list.
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Save as Model screen

Description Enter a description of the model.

Select a task to use as the benchmark to calculate the due dates for all the other
tasks in the list. See the business rules below for more information on these due

Target Task | d3tes.

Note: if you're overwriting an existing model, that model’s target task is

selected by default.

Read only: This field lists the phase flow of the original FOA that will also be
Phase Flow . . .

associated with the new task list model.
FOA Type Read only: This field lists the original FOA Type that will also be associated

with the new task list model.

The next time you create a new task list for a FOA, you will have the option of basing it on the
model you created.

Business rules for task list creation from a model:

« Each task in the new task list contains the same properties as the corresponding task in the
model list: name, assignments, milestone indicator, dependencies, phase, and phase gate
indicator. (See Task Detail for more information on these task properties.

o The due date for each task is calculated in reference to the task you select in the Target Task
field:

o FOAM notes the time difference between the due date of the task in the model
list and the due date of the model's target task;

o then it takes this time difference and adds or subtracts it to the due date of the

Target task you select in this screen:

o [fa task in the model list was due two days after that list's target task, it will also
be due two days after the target task in the new task list.

See Create Task List for more information on creating a new task list based on a model.

4.9 Task Completion

When you click the Complete action for a task in My Inbox, or a task list, the Task Completion
screen opens, as shown here:
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00-00RTOB-104  KeyAfiributes  Tasklist ~ TaskDefal ~FOAConteni Review  Aftachmenis  Transaction History [}

© INFORMATION
* To complete the task, review the information below and submit by ciicking the “Complete Task" button at the bottom of the page.

Current Task: Ready for Processing

FON / FOA #: 00-00RTOS-104
FOA Title: Data Elements verified Types Text Number, Dale, checkbox single select , mulfi seskct and simple text, contact not implemented
Completion Date:

101302017 @

Upcoming Task

Publish:

Assignees Notify

The following users and roles are assigned this task and will receive an email nofification The following users are nolified of the task assignment and will receive an email nolification

Message

B I &|L|[ls= = 4z 99 || Stjes «|| Fomst - [ERCHr] = =& m e

Charscters: 014000

Complete Task [IeNEE)

Use this screen to complete any remaining elements of the task, and send notifications to the users
responsible for the next task(s):

Task Checklist

The task checklist lists items that should be completed as part of the task. Any items marked by a
red asterisk must be checked off before the task can be completed

Upcoming Tasks

This section lists all dependent tasks: After you complete this task, the dependent tasks can also be
completed.

4.9.0.1 Message
To send a custom message, enter it in the Message field.
The message will go to all listed task assignees.

To add additional recipient(s) click Add Email and enter an email address or click Add User and
search for the user in the Person Search screen, shown here.
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Person Search

First name: Last name: IC: Role:

Person Name User Id Login User

No data available in table

Cancel |

When you finish these steps, then click Complete Task to mark the task compete and send the
notifications.

Note: When you add a message on completion of a dependent task, it is added as a comment on
the dependent task. If there is no dependency, it is added as a comment on the task being
completed.
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4 Create FOA

This screen opens when you click the Create FOA button on the FOA List screen.

Follow the instructions below to create a new FOA..

FOAs Reports  Admin

Create FOA

* Required Information (Note: General Information must be specified for other sections to be enabled)
General Information

% Organization * Announcement Type Activity Code

1. To configure the FOA, you must first populate the fields in the General Information area:
Organization and FOA Type, and, if you wish, Activity Code,and then click the Next button
to lock your selections.

2. Only after these fields are set and locked will all of the other fields and the complete range of
configuration options be displayed, as shown below:

Also note that once the General Information fields are locked, the Next button is replaced by
an Unlock button. Click this if you need to change the General Information fields, and then
lock them again to load the rest of the configuration fields.

(missing or bad snippet)
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My Inbox | FOAs Reports Admin

Create FOA

#* Required Information (Note: General Information must be specified for other sections to be enabled)

General Information

#* Organization % Announcement Type Activity Code
NCI PA
& Unlock

Identifying Information

FON / Announcement # * Title

Purpose (Prior to starting shared interest, please provide a complete and descriptive purpose statement.)

Organization Information

Division Issuing Component Primary CFDA#
- NCI % v -
Issuing Agency Labels Phase
NIH v ¥

Template Parameters

Associated Document Template

L

Primary Contacts
* Lead Authors SRO Grants Specialist

% ALEE KEY Q v v
Publication Information
Status Publication Date Grants.Gov

Opportunity ID:
Not Started v M/DD/YYY PP y 10:Q

Save and Close Cancel

3. When the fully populated screen displays, set these other attributes to configure the FOA:
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Enter a unique identifier for this FOA. Note: If you don't enter a value,
FOAM will generate a FON.

FON/FOA #
Note: For FOA type OTA, users cannot manually enter the FON: Y ou must
use the system-generated FON.
Select the type of announcement.

Announcement | oo Nofice of Intent to Publish is listed as a FOA Type in this menu, but

Type you can't select this value: To create a Notice of Intent to Publish you must
first create the FOA the NOITP will refer to, then open it and click the Create
NOITP button. See Key Attributes tab: Overview for more information.)

Activity Code | If you already know the activity code for the FOA, you can select it now.
Enter the title of this FOA (Up to 255 characters).

Title Note: The FOA Title is visible on all FOA tabs when you hover the mouse
over the announcement number.

Purpose Provide a complete and descriptive purpose statement.
Select the organization that is issuing this FOA.

Organization | Noe: If you have FOA authoring permissions at more than one organization,
use the drop-down menu to select the primary issuing organization.

Division Select the division within the issuing organization, if applicable.

Issuing s . N .

Component The office or other component within the issuing organization, if applicable

Primar After you select an Issuing Component, this field is populated with the

CFDA i available CFDA (Primary Catalog of Federal Domestic Assistance) numbers
for the Issuing Component. Select a number from the drop-down menu.

Labels Select labels to apply to this FOA.

Phase Select the phase for this FOA, if applicable.

Issuing Agency | Select the issuing agency.

Associated ..

ssoctate Select the template to use for the content editing of the FOA.
Document
Key Attributes
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Template
Select the Scientific Review Official for this FOA: Begin typing the name and
SRO FOAM will attempt to match it to users who have the SRO role — when the
correct name appears, click to select it.
Grants Select the Grants Specialist for this FOA: Begin typing the name and
- FOAM will attempt to match it to users who have the GMS or GMO role —
Specialist . .
when the correct name appears, click to select it.
Current status of the FOA: Not Started, In Progress, Published, Archived, On
Hold, or Cancelled.
Note: The Status automatically changes to “In Progress” when the first FOA
Status task is started.
Note: Notice of Intent to Publish FOAs are marked as cancelled if associated
FOA is not published within 12 months.
ll;g?:catlon For NIH FOAs, select the date of publication in the NIH Guide.
Key Attributes

4. When you finish entering data in this screen, click Save to create the FOA.

Person Search window:

Person Search

First name: Last name: IC: Role:
Person Name User id Login User
Mo data available in table
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5 FOAs

TheFOAs screen opens when you click the FOA tab, as shown below.

Use this screen to access existing FOAs and create new ones for your IC.

5.1 Selections and Filters

The selections and filters along the top allow you manage which announcements are displayed in
the list by expanding or narrowing down the selection of announcements. There are two types of
drop-downs:

o Use the Select drop-down fields to select the FOA Organization, current Status, and
Announcement Type you want to display during the current session (you can select multiple
properties in each field), then click Apply Filter to display only FOAs that match one or
more of the selected properties. Note: the list of announcements will include only what is
selected in the drop-down and will have your current organization, all announcement types,
and the status of In Progress selected by default. If nothing is selected in one of these Select
drop-downs, no announcements will be displayed.

o Use the Filter drop-down fields to limit the display to only the Agency Task in progress,
Area of Review and/or Label. By default nothing is selected for these filters and the list of
announcements will include all Agency Tasks, Areas of Review and Labels. If one or more

items are selected in these filters only matching records active will be displayed.

After you set the Selections and Filters, click the Apply Filter button to apply your settings and
limit the results appropriately. If necessary, you can click the Reset Filter button to clear the filters
and selections and return all items to their default values.

After you apply filters, you can use the Filter text box to further limit the results displayed on
screen and only show records that include the text string you entered. Note that the Filter text box
is not affected by the Apply Filter and Reset Filter buttons, and filtering performed by this text
entry does not limit the results in the Excel export.

Note: When you click the Select Organization filter, it opens to show an Org/Issuing
Components toggle, as shown here..
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Select Organization

‘ Org/lssuing Components ~

|

O
] ADM - OFFICE OF THE ADMINI STRATOR, HEALTH RESOURCES & SERVICES ADM

] AF - Administration for Children and Families
] AHRQ - AGENCY FOR HEALTHCARE RESEARCH AND QUALITY
[ cDC - CENTERS FOR DISEASE CONTROL AND PREVENTION

[ ] CHPS - HEALTH RESOURCES AND SERVICES ADMINISTRATION/BUREAU OF HEALTH PROFESSIONS

_ Org/lssuing Components )
1. Click the Org/Issuing Components toggle to show only FOAs

for which a selected IC is the issuing component.
Or:
2. When you click the Org/Issuing Components toggle, it is replaced by a Participation toggle,

Participation ,
as shown here: Click the Participation toggle to show all FOAs

in which the IC participated.

3. Then use the checkboxes to select one or more ICs and click Apply Filter.
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My Inbox | FOAs Reports Admin
FOAs @
Search by Rec D Select Organization « Select Status « Filter By Agency Task ~ Filter By Review Select Announcement Type = Filter By Label ~ Q Apply Fitter
'O Reset Filter m
Showing 1 - 10 of total 220
Filter:
Show 10 s perpage « - 2 3 4 5 22 »
Organization [ Activity Lead
FON [ FOA # “ Division Code Title Authors Agency Task Status Actions
ADMIN- NIGMS 333 ADMIN-SUPPLEMENTS-TEST Rurie Lah In lam
SUPPLEMENTS- Progress
TEST
CAREER- NIDDK RO1 Test for Career Development Template David Policy In O
DEVELOPMENT Shima Review;Publish;Quality Progress
Control Officer Review
COPY-PASTE- NIAID RO1 COPY-PASTE-DEFECTS Rurie Lah In la m
DEFECTS Progress
CSR-REQUEST  NIA RO1 CSR Request Rurie Lah In O
Progress

DEMO-COMPLEX ~ NHLBI us4 DEMO-COMPLEX Cecurie Shared Interest In ) |

Puma Progress
DN-19-0521-R1-  NHLBI R21/R33 DAVID |[TESTDATA David In O
3341 Shima Progress
FOAM-3906 NIGMS G12 FOAM-3906 FOAM-1730 Rurie Lah Shared Interest In ]|

Progress

HL-DEMO NHLBI / DLD R21/R33 Demo FOA for HL David In O

Shima Progress
INSTITUTIONAL-  NHLBI DP1 INSTITUTIONAL-TRAINING Cecurie In lam
TRAINING Puma Progress
INSTITUTIONAL- ~ NIGMS D43 INSTITUTIONAL-TRAINING-20110104-D43 Rurie Lah In E]m
TRAINING- Progress
20110104-D43

5.2 Actions

¢ Click Create FOA to create a new FOA in the Create FOA screen.

o Click the Excel icon to export the results in Excel format.

o Type a text string in the Filter field to show only FOAs that match the text.

« Click Reset Filter to clear all filter settings and return them to the defaults.
e Click a FON/FOA # in the grid to view and edit the FOA details in the FOA Key Attributes
tab.

o Or select one of these actions in the Actions column (Note: The choices here depend on
your user role and the status of the FOA):
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o Copy FOA — Click the copy icon to copy the FOA and save the record as a

new FOA so you can edit it to suit your needs.

When you select this action, the system assigns a temporary FOA # and Title and
opens the cloned FOA in a new window. Change the FOA # and title if you wish,
and edit the other Key Attributes as needed. Note: For the details of the copy
operation, see Copy FOA.

o Delete FOA — Click the ['"J trash icon to permanently delete the FOA.

5.3 Attachments tab
Use to attach documents to the FOA and to manage these attachments.

You can upload multiple versions of a file: FOAM creates a new version of an existing attachment
if another file with the same name is uploaded.

My Inbox  FOAs | Reports  Admin

FOA2017-07 ...  KeyAftibutes  Tasklist ~FOAConient Review Alfachmenls  Transaction History (-]

Select Attachment Type ‘ Click on the toggle fo indicate that the files are checked out for review.

General il ~
Showing 1 - 1 of total 1
File Name = Type e Description Version @ UploadedBy &  Upload DateTime Actions &
Foa_Content_of TMP-DEMO docx General 20 Al D'Amico 06M3/2017 11:36:25 AM Fa
Drop files here or click to

upload

The attachments grid includes these columns:

o File name — Name of the attachment

o Description — Description of the attachment. To edit, select pencil icon in the Actions
column.

o Version — Version of the file. If more than one version exists, you can click the + icon next
to the version number to see all versions.

o Uploaded by — The full name of the user who uploaded the attachment

o Uploaded date/time — The date and time the attachment was uploaded

o Actions
* Click the pencil icon to edit the description or the attachment type.
* Click the trashcan icon to delete the file
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Adding an attachment

1. To add an attachment, first select the attachment type:

* Select Attachment Type

General

Comrespondence with OER
Deviation

Full Announcement
Cooperative Agreement Memo
Instruction File

Organization Restricted

Other Supporting Documents

Note: Only FOAM Admins can create 'Organization Restricted' attachments, and such attachments
can only be viewed by users from the FOA's organization.

2. Then drop the file onto the Upload pane or click the pane and browse to select the file.
3. The file appears in the attachments grid.

Note: For ACF, the following additional file types are available: Deviation(s), Drafter Justification
File, Forecast Review File, OAS Approval, Reporting Notes, Review Files, Supporting File,
Reviewer Supporting File, Signature

Lock/Unlock

eRA FOAM Admins and Agency users can click the Available for Review / Checked out for
Review buttons to lock or unlock the attached documents for review:

| Awvailable for Review | . Checked out for Rewviews

5.4 FOA Dashboard tab

The Dashboard tab is the opening screen when you access a FOA.
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HL-DEMO ...  Dashboard  Key Aftributes ~ TaskList  Publication Setup ~ FOA Content ~ Review Comments  Attachments  Transaction History

Demo FOA for HL Widgets «
Current Tasks & x
Task Name Assigned To Due Date Status Phase
Approval to Develop WILL HERER 07/17/2018 Completed Phase |
1 more...}
FOA Development Meeting RICHARD RILE 07/19/2018 Not Started Phase |

View Full Task List...

Recent Events & x Milestones & x
REEV JEEVIUR uploaded FOA Attachment eNotification and email Usage Milestone Due Date status
(1).x1sx
01/24/2019 at 11:10:49 AM Approval to Develop 07/17/2018 Completed
REEV JEEVIUR updated Project Period Exception Requested 10 "Yes" FOA Development Meeting 071192018 Not Started
12/11/2018 at 09:54:31 AM DERA Draft 08/28/2018 Not Started
REEV JEEVIUR updated Project Period LT5Y Exception Requested to "Yes" 0SR Review 09/13/2018 Not Started
12/11/2018 at 09:54:31 AM
Approval to Publish - DERA 10/01/2018 Not Started
REEV JEEVIUR updated Limited Competition Exception Requested to "Yes" e 10/11/2018 Not Started
12/11/2018 at 09:54:31 AM
Preliminary Policy Review 10/18/2018 Not Started
REEV JEEVIUR added Limited Competition Category "Unique Geographic _
Area,Expansion of Scope or... [more] —-eRA Review 10/26/2018 Mot Started
12/11/2018 at 09:54:31 AM _OPERA Grants Policy Review 01/02/2019 Not Started
View Full Transaction History...
—Review Policy Review 02/22/2019 Not Started
Guide Policy Review 03/05/2019 Not Started
Respond to Policy Review 03/08/2019 Not Started
Publish 03/21/2019 Not Started

FOA Content x

. Last Updated By Reev Maur

- 11/27/2018

Required Fields Comments Addressed
72% 25)
@ 13/18 Fields Entered 49 12 Total Comments

9 Unaddressed Comments

View FOA Content... Review All Comments...

Widgets:

The dashboard consists of widgets that show you the status of current tasks, coming milestones,
recent events and other activity on the FOA.

Click the Widgets menu to choose the widgets you want to show in the dashboard, as shown here:
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Widgets =

Hide Current Tasks
Hide Recent Events
Hide Milestones
Show Posting History
Show FOA Content

beoBBsns

Show Processing Time

) Reset To Default

A e ol Taols | iod |

Click the widget name to toggle the Show/Hide setting.
The show/hide preferences you set in this dashboard will be also used when you open other FOAs.

You can choose from these widgets:

5.4.0.1 Current Tasks

Shows all In Progress tasks:

Task Name Assigned To Due Date Status Phase
Complete the checklist DREW LEER 04/08/2018 In Progress Phase | [+]
Checklist Test 2 DREW LEER 04/08/2018 Not Started

View Full Task List...

Click thel plus icon to view additional details about a task, as shown here:

Certify Forecast Grants Specialist 121112017 In Progress -]

Description

Certify that forecasted funding opportunity information has the approval of the Program Office.

Checklist

| certify that all internal Program Office approvals have been obtained
| certify that the information is complete to the best of my knowledge and the Forecast has been proofed for content, grammar and spelling.

Comments Left By Date/Time
Please correct spelling mistakes Al Silex 01/05/2018 02:53:47 PM

View All Task Comments
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Click the Actions menu in this view to Complete the task:

Complete

(See Task Completion for more information.)

Note that, as in the example above, some Task Detail screens include a checklist that you must
finish before you can complete the task: Check off all the tasks and then click Complete.

5.4.0.2 Recent Events

Recent Events O x

Mir Thun added 11 Privileges "Edit Key Attributes”
03/09/2018 at 10:48:43 AM

Mir Thun added 11 Task Completion Requirements "Validate NIH Guide
Aftributes”
03/09/2018 at 10:48:43 AM

Liza Berk updated 11 Status fo "In Progress”
02/21/2018 at 01:22:25 PM

Lisa Berk updated 11 Status to "Active"
02/21/2018 at 01:22:25 PM

Lisa Berk updated 11 Status o "In Progress”
02/21/2018 at 01:22:24 PM

View Full Transaction History ...
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5.4.0.3 Milestones

Milestones
Milestone Due Date
Task Beta 10/24/2017
Review 2 01/07/2018
Review 3 01/07/2018
Downward Side Task 01/31/2018
1234 12/28/2019

Status

Completed
Mot Started
Mot Started
Completed

Not Started

5.4.0.4 Posting History
Shows the history of public posting for this FOA.

And for published FOAs, you can click a link to view the FOA on Grants.gov or GrantSolutions.

Posting History x

External Site Status
Grants gov Forecast Post Successful
Grants. gov Synopsis Post Successful

Grants.gov Application Package(s) Post Successful

Grants.gov Related Documents Not Posted

Last Posted

04/04/2017 03:02:06 PM

032372017 08:35:44 AM

032472017 12:53:47 PM

View Opportunity on Grants.gov.. (2"

5.4.0.5 FOA Content

Shows the percent of required fields that have been completed and reviewer comments that have

been received and addressed:
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FOA Content x

. Last Updated By John Bemns
. 03/28/2018
Required Fields Comments Addressed
8

11% 44%

& 2/19 Fields Completed @ 5 Total Comments
& 5 Unaddressed Comments

View FOA Content... Review All Comments._

5.4.0.6 Processing Time

ol Scheduled
20 Actual 19

Number of Days per Phase
5

5.5 Exception Requests
This screen opens when you click the Exception Requests tab, as shown below.

FOAM Admins and users who have been assigned a task with 'Edit Key Attributes' privilege can
use this screen to request exceptions to certain IC and OEP policy standards.

IC and OEP officials use it to approve or disapprove these requests.
See below for instructions.

Note: This tab is not available for 'Notice' FOA types.
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2017-FOA-119 ...  Dashboard ~ Key Aftributes ~ TaskList ~ Shared Interest ~ FOAContent ~ Review Comments  Attachments  Transaction History

Overview  NIHGuide  Exception Requests

Exception Request and Approvals

Exceptions Requested Approved Disapproved
Project Period greater than 5 m]

years

Project Period less than 5 years, [ m] m]

but greater than the Activity Code

timit

Project Period less than 5 years, but greater than the Activity Code limit Exception Justification:

-

Characters: 0/3000

Project Cost |~/ [m] a

Project Cost Exception Justification:

-

Characters: 0/3000
Limited Competition &) a [m]

Limited Competition Category :
Unique Geographic Area
Expansion of Scope or Capability
Statutory Requirement (No justification required ofher than citation)
c erm Invests

Prevent Disruption to Continuty of Patient Care or Clinical Trials

Rationale and Justification for Limited Gompetition:

e

Characters: 0/3000

Appropriate IC Review:

-

Characters: 0/3000

Page Limit “ o o

Rationale and Justification for Page Limit:

Characters: 0/3000

Appropriate IG Review:

=)

Characters: 0/3000

Save | SaveandClose [EEGELLE]

Requesting Exceptions

1. FOAM Admins and users who have been assigned a task with 'Edit Key Attributes'
privilege can put a check in the Requested column to request one or more of these exception

types:
o Project Period Greater Than 5 Years

o Project Period less than 5 years, but greater than the Activity Code limit (LT5Y)
o Project Cost

o Limited Competition

o Page Limit
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2. Enter justification for the exemptions:

o When you check the Requested box for Page Limit exception, two text fields appear

below it: Rationale and Justification for Exception, and Appropriate IC Review, as
shown above. The text you enter in these fields is used by the Guide staff to evaluate
and approve your request.

The Rationale and Justification for Exception, and Appropriate IC Review text fields
also appear when you check the Requested box for Limited Competition exception.
And additionally, a drop-down menu opens beneath the field, as shown above. Use
the menu to specify the limited competition category of the exemption, such as
"Unique Geographic Area" or "Expansion of Scope or Capability." And note that you

can click the [¥#] help icon next to this menu to see descriptions of the available

categories.

When you check the Requested box for Project Period less than 5 years, but
greater than the Activity Code limit or Project Cost, a text area appears where you

can enter the justification for the exception.

3. Click Save at any time to save your changes. Click Save and Close when you're finished:

When you save an exception request, it is routed to OEP for approval.

Approving/Disapproving Requests

Users with approval authority can use the Approved and Disapproved checkboxes to resolve

requests.

Note: Limited Competition and Page Limit exceptions have three possible approval outcomes
driven by the corresponding post-completion actions:

1.

3.

IC Approval — puts the digital signature of the IC Approving Official under the
corresponding exception.

. OEP Approve exception — puts the digital signature of the OEP Director under the

corresponding exception, and allows the PDF of the exception memo to be generated.
OEP Disapprove exception

5.5.0.1 Generate Memo

When a Page Limit Exception or Limited Competition Exception is approved by OEP
Director, a Generate Memo button appears below the exception, as shown here:
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Generate Memo

Click the button to generate a PDF of the exception memo. A dialog box will open giving you the
option to open or save the PDF.

5.6 FOA Key Attributes tab: Overview

FOAM Admins and users who have been assigned a task with "Edit Key Attributes" privilege can
use the FOA Key Attributes tab to configure properties that identify the FOA and control some
aspects of its publication.

When you click the Key Attributes tab in the menubar, it opens to the Overview sub tab, as shown
here.

NIH users can also click the NIH Guide tab to manage the information about the FOA that will be
published in the NIH Guide, or click the Exception Requests tab to manage exceptions.

See below for instructions on editing the properties in the Overview tab.
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My Inbox | FOAs Reports Admin

01-10-2017RT148 ... Dashboard Key Attributes ~ Task List  Shared Interest FOA Content  Review Comments  Aftachments

Overview NIH Guide Exception Requests

#* Required Information (Note: General Information must be specified for other sections to be enabled)

General Information

* Organization * Announcement Type Activity Code
FDA PA RO1
& Unlock

Identifying Information

Record FON/ Announcement # * Title
ID:

01-10-2017RT148 Regression test 01/10/2017 scenario switch User
63

Create NOITP

Purpose (Prior to starting shared interest, please provide a complete and descriptive purpose statement.)

Edit FOA > Pass 01/09/2017 9:02 am

upload File (attachment page) > Pass 01/09/2017 9:12 am ( uploaded Duplicate File creates Version) Pass 01/10/2017 9:12 am
supported File extension ( general ). Txt,PDF, docx, xs |, zip,

Delete Uploaded File »Pass 01/09/2017 9:10 am

Organization Information

Division Issuing Component Primary CFDA#
- FDA %
Issuing Agency Labels Phase
FDA v

Template Parameters

A i D it T

Research with Shared Interest 5 v

Primary Contacts

* Lead Authors SRO Grants Specialist

*Big Hug Q Wam Weer LI SOPA GOURAN

Publication Information

Status Publication Date Grants.Gov

Opportunity ID:l
In Progress v 12/19/2017 PP ty 10:@

Transaction History

Save Save and Close Cancel

Note: To edit the fields in the General Information area (Organization, FOA Type, and Activity
Code), you must first click the Unlock button. Then, make your changes and click the Lock
button to lock your selections, as shown here:
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My Inbox | FOAs Reports  Admin

01-10-2017RT148  Key Attributes ~ TaskList ~ FOA Content  Review  Attachments  Transaction History

Overview NIH Guide Exception Requests
* Required Information (Note: General Information must be specified for other sections to be enabled)
General Information

* Organization * FOA Type Activity Code

DD - W -

Only after the General Information fields are set and locked will all of the other fields and the
complete range of configuration options be available.

1. Set these attributes to configure the FOA:

Key Attributes

The unique identifier of the FOA; If you don't manuallyenter a value, FOAM
generates a FON.

Note: For FOA types PA/PAR/PAS, only Agency Admins and eRA FOAM
Admins can edit this field.

Note: For FOA type OTA, users cannot manually enter the FON: You must
use the system-generated FON.

FON

Choose an announcement type:

o Notice of Change to Funding Opportunity

o Notice of Information

o Notice of Intent to Publish (Note: You can't set this value here: Use the
Announcement Create NOITP button to create a Notice of Intent to Publish.)

Type o OTA

o PA

o PAR

o PAS

o Policy Notice
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Key Attributes

o Request for Information
o Request for Proposals
o RFA

Title of the FOA (Up to 250 characters)
Title Note: The FOA Title is visible on all FOA tabs when you hover the mouse
over the announcement number.

Click the download button at the top of the screen as shown below, to
download an XML version of the Key Attributes.

Download as
XML

[ Download as XML format

The Download as XML label appears when your mouse passes over the
button.

This button is available for Admin users only. Click to create a Notice of
Intent to Publish for the FOA you are viewing.

When you click this button, a new FOA Key Attributes window opens, with a
the FOA Type field set to Notice of Intent to Publish and the title set to and
the Title set to "Notice of Intent to Publish<title of associated FOA>"

Also the screen will have no Create NOITP button: In its place will be a link
back to the associated FOA, as shown here:

Create NOITP
Record ID: FOM |/ FOA # FOA Type

43390 TEMP-4338 Motice of Intent to Pu v

associated FOA: FOAM-1753

Use the other fields in the screen to define the NOITP, then click Save.

Note: When the NOITP is created, the title, purpose, lead author,
organization, and issuing component will be pre-populated from the FOA.
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Key Attributes

Purpose Provide a complete and descriptive purpose statement.
Organization | the organization issuing the FOA
Division The division within the issuing organization, if applicable
Issuing The office or other component within the issuing organization, if applicable
Component P EOI8 > 1+ 4pP
Primar After you select an Issuing Component, this field is populated with the
CFDA i available CFDA (Primary Catalog of Federal Domestic Assistance) numbers
for the Issuing Component. Select a number from the drop-down menu.
Labels Select labels to apply to this FOA.
Phase The FOA's phase, if applicable
Primar After you select an Issuing Component, this field is populated with the
CFDA i available CFDA (Primary Catalog of Federal Domestic Assistance) numbers
for the Issuing Component. Select a number from the drop-down menu.
Issuing Agency | The issuing agency
Activity code The activity code associated with the FOA: Begin typing the code or select it
from the drop-down menu.
Select the document template to use for this FOA.
Note: You can change the template on an existing FOA, but you should
proceed cautiously:
When you change the template on an FOA, the policy language from the old
. template is overwritten, and any data elements in the old template that are not
Associated also in the new template are removed:
document
template So if you have already added content to any data elements in the FOA, you
should confirm that those data elements also exist in the new template:
otherwise the data in those sections may be removed.
When you change the document template and attempt to save the FOA, a
confirmation dialog opens to remind you of the risk of data loss, and gives
you a final chance to cancel the change.
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Key Attributes

This field defaults to the user who created the FOA. To select a different lead
author or add additional authors, click the magnifying glass icon: A pop-up
Person Search window will open, as shown below. Perform the search and
click on the person's name to make your selection and close the pop-up
window.

To remove an author from this field, click the small x next to the name.

Lead Authors

Select the Scientific Review Official for this FOA: Begin typing the name and
SRO FOAM will attempt to match it to users who have the SRO role — when the
correct name appears, click to select it.

Select the Grants Specialist for this FOA: Begin typing the name and
FOAM will attempt to match it to users who have the GMS or GMO role —
when the correct name appears, click to select it.

Grants
Specialist

Current status of the FOA: Not Started, In Progress, Published, Archived, On
Hold, or Cancelled.

Note: The Status automatically changes to “In Progress” when the first FOA
Status task is started.

Note: Notice of Intent to Publish FOAs are marked as cancelled if associated
FOA is not published within 12 months.

Pl;l;lt):lcanon For NIH FOAs, select the date of publication in the NIH Guide.
When an NIH FOA is published, the Status field is set to Published and an
NIH Guide Publication link appears next to the Publication Date field, as
shown above: Click this link to view the FOA in the NIH Guide.

NIH Guide

Publication ) . . . . .
FOA is Published and the FOA type is one of the notice types, display Guide
Link read only field - link to the published FOA in the NIH Guide. The link is
constructed based on the FOA# and type:
"https://grants.nih.gov/grants/guide/notice-files/'FOA #".html"

Grants.Gov . . . .

. Enter the Opportunity ID in order to create a link in this FOA to the published
Opportunity
D FOA on Grants.gov.

2. When you finish configuring these fields, click Save or Save and Close.
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pop-up Person Search window:

Person Search

First name: Last name: IC: Role:

Person Name User Id Login User

Mo data available in table

Other FOA Tabs

Click the links in the top nav bar to open these other tabs for the FOA:

o Task List — Create and manage FOA task lists

o FOA Content — See an overview of all FOA content

o Review — View and respond to reviewer comments

o Attachments — Use to attach documents to the FOA and to manage such attachments.

o Transaction History — See all transactions that have been performed on the FOA

5.7 Multi-component tab
This screen opens when you click the Multi-component tab, as shown below.
Use this screen to add components to create complex multi-component FOAs.

See below for instructions.

Note: This tab is available for FOAs with the following activity codes: G12, OT3, P01, P20, P2C,
P30, P40, P41,P42, P50, P51, P60, PM1, PN1, PN2, S06, U10, U19, U2C, U41, U42, U45, U54,
US55, U56, U84, U90, UC7, UG4, UM2.
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My Inbox FOAs Reports Admin

DEMO-COMPLEX ...  Dashboard  KeyAtftributes ~ Task List  Shared Interest ~ FOA Content  Review Comments  Altachments  Transaction History

Overview NIH Guide Exception Requests Multi-component 7]

€ INFORMATION

- The order of components on this screen represents the order of the FOA and may not match the order of components in the applications until additional functionality is developed in the
ASSIST module

Add component

Component Type Research Strategy Page Limit Minimum Instances Maximum Instances Actions
overall v 6 v 1 1 L
Project v 6 v 0 L
Project1 [+] 0
Project2 [-] 0

FOA-Specific v 6 v 0 o
DEMO-COMPLEX1 0

Save Save and Close Cancel

Add Component

1. To add a component, click the Add Component button or the o plus icon to add a new
component row to the grid. (And click again to add additional component rows.)

2. In the new row, select the Component Type from the drop-down menu and set the other
properties in the row as needed. See the table below for information on these properties.

3. When you select a ComponentType, a text field appears below the drop-down, as shown
above. Use this field to enter a name for the component. (By default, the name is the
component type.)

If you want to delete a component row, click the 8] trash icon or the |§| minus icon.

5. Click Save at any time to save your changes, and when you're finished configuring
components, click Save and Close.

Component Properties

Component Type Select the type of component:
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Component Properties

o Overall

o Admin Core

o Career Development

o Complex Component

o Core

o FOA-Specific

o Individual Career Development

o Institutional Career Development
o NRSA Training

o Project

Note: You can add multiple FOA-Specific components, but
only one instance of each of the other component types.

And you also must enter a project description for each FOA-
specific component.

When you select a Component Type, a text field appears below
Name the drop-down. Use this field to enter a name for the
component. (By default, the name is the component type.)

Research Strategy Page Select the page limit for Research Strategy attachments to
Limit submitted grant applications (default = 6).

Minimum Instances Enter O or positive integer.

Maximum Instances Enter positive integer or leave blank for no maximum.
Actions Click the trash icon to delete a component.

5.8 FOA Key Attributes: NIH Guide tab

FOAM Admins and users who have been assigned a task with 'Edit Key Attributes' privilege can
use the Key Attributes: NIH Guide tab to configure properties that are used by OEP to review the
FOA.
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Note: This tab is not available for 'Notice' FOA types.

My Inbox | FOAs Reports Admin

2017-FOA-119 ... Dashboard  Key Afiributes ~ Task List ~ Shared Interest ~ FOA Content  Review Comments  Aftachments  Transaction History

Overview NIH Guide Exception Requests

Basic Information

O Parent [JFOA classification allowing for Clinical Trial Related
Announcement a reduced holding period @ “
Concept Clearance
Month Year Name of Advisory Council Providing Clearance

v Please select v
Review
Diversity SBIR Direct Phase Il Expected Number of Applications

v Oves ONo [Jcost sharing 0 Oper round

Oper year
Review Arrang AIDS Applications Expected
CSR SEP ) ) Same locus of review for AIDS
Applications

SEP Justification

limit 4000 characters

Key Dates

standard Due Dates Open Date First Application Due  Expiration Date
APPlY MMDDIYYYY B8 Date MMDDIYYYY
Oves ONo MMIDDYYYY £

© The key dates entered in the section below are currently only used for CSR Receipt Date requests and fo populate the Review Schedule report. Please continue
to populate key dates in the FOA online content or Word template for publication

Council o New Receipt Renewal/ AIDS Receipt Scientific Merit Earliest Start
Resubmission/ Review

Revision Receipt

© Add a new council round

Save and Close Cancel

A collaborative solution between GrantSolutions and eRA

This screen contains the fields described below.

Edit these fields as needed and click >Save or Save and Close to save your changes.
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Is this a parent announcement? Note: Only Agency

Parent Announcement Admins and eRA FOAM Admins can edit this field

Is this a new FOA or a reissue of a previously published

New/Reissue FOA?

Does this FOA have one of the classifications that
allows the holding period to be reduced? Check
only if the FOA falls under one of the following
classifications: Genes and Environment Initiative
(GEI), Genome Wide Association Studies
(GWAS), Neuroscience BluePrint, Common Fund,
Superfund, OppNet.

FOA Classification allowing for
a reduced holding period

Is this FOA related to a clinical trial? Select Basic Trial,
Clinical Trial Related Not Allowed, Optional, Required, or Required
(Infrastructure).

Concept Clearance

Select month when this FOA was cleared by the advisory

Month .
council
Year Enter year when this FOA was cleared by the advisory
council
Name of Advisory Council Select The advisory council that provided the clearance for
Providing Clearance the concept.
Review
Specify how this FOA encourages diversity:
o Diversity-targeting (primary purpose to increase
diversity),
Diversity o Diversity-related (requires a plan for enhancement of
diversity)

o Not applicable (neither, but FOA encourages
diverse applicants)
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SBIR Direct Phase 11 Is this FOA an SBIR/STTR in Direct phase 2?

For NOITP records, this field is present so you can
. indicate whether cost sharing is taking place in the target
t Sh . . . .

Cost Sharing FOA. This property is also displayed in the HHS Forecast
Export report.
Enter the expected number of applications in the box, (up

E t f .. ) . o

xpe.c e‘? Number o to 5 digits), and click the radio button to indicate whether
Applications

this is the expected number per round or per year.

Review Arrangement

Select the Review Arrangement: CSR, CSR SEP, or IC.

SEP Justification

This field is only present if the Review Arrangement field
is set to "CSR SEP."

Enter the justification for using Center for Scientific
Review Special Emphasis Panel (CSR SEP).

AIDS Applications Expected

o Ifno AIDS-related applications are expected for this
FOA, set this field to "No AIDS Applications
Expected."

o If AIDS-related applications are expected, set this
field to "AIDS Applications Expected" or "Only
AIDS Applications Allowed." Note: If you choose
one of these settings, you may also need to enter
information in the 4/DS Funding tab.

Same locus of review for AIDS
Applications

This field is only present if the AIDS Applications
Expected field indicates that AIDS-related applications are
expected. Click if AIDS-related applications will have the
same locus of review.

Key Dates

Standard Due Dates Apply

Open Date

First Application Due Date

Select Yes or No: Do Standard Due Dates Apply? And
use the calendar pickers to set the other key dates.
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Expiration Date

Council
Enter key receipt dates for council rounds that will be listed

New Receipt the Review Schedule report.

Renewal/Resubmission/Revision

Receipt To do SO, click |Add a new council rﬂundlto add a council

AIDS Receipt round date row to the grid, as shown below. Then use the
calendar pickers to set the relevant dates.

Scientific Merit Review

Earliest Start

Add Council Dates:

@ The key dates entered in the section below are currently only used to populate the Review Schedule report. Please continue to populate key dates in the FOA Word
template for publication and CSR Receipt Date form for receipt dates approval by DRR.

Council @) New Receipt Renewal/Resubmission/Revidda Receipt Scientific Merit Review Earliest Start
Receipt

Select v
oe [+] Select v

Save Save and Close Cancel

If necessary, click the plus or minus icons to add or remove council round date rows from
the grid.

Note: You can add up to 12 council rounds, but each round can only be used once.

5.9 AIDS Funding

The AIDS Funding tab shown below is present in the FOA Key Attributes screen if the AIDS
Applications Expected field in the NIH Guide tab is set to "AIDS Applications Expected" or
"Only AIDS Applications Allowed."

FOAM users with Edit Key Attributes privilege on the FOA can use this screen to enter AIDS
funding information.
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NOTE: Review by the Office of AIDS Research (OAR) is required for all FOAs that will be
supported with HIV/AIDS funding. Please fill out this form before starting the OAR review
process on the Task List screen.

Overview  NIHGuide — AIDS Funding = Exception Requests

© INFORMATION!

OAR review of FOAs is required for all FOAs that will be supported with HIV/AIDS funding. Please fill out this form before starting the OAR review process on the Task List screen

AIDS Research Priorities and Emphasis [N

HIVIAIDS Research Priority Areas @ Primary OAR Scientific Area of Emphasis Secondary OAR Scientific Area of Emphasis

Estimated FOA Budget (in §) Is an agreement to cost share in place with OAR? Earliest AIDS funding FY OAR Initiative Code
Yes ON

OAR Evaluation

HSA Coordinator Comments

HSA Raters Comments

OAR Director Comments.

Save | Save and Close Cancel

This screen contains the fields described below.
Enter data in these fields as needed and click Save or Save and Close to save your changes.

AIDS Research Priorities and Emphasis

o HIV/AIDS Research Priority Areas

o Primary OAR Scientific Area of Emphasis

o Secondary OAR Scientific Area of Emphasis

o Estimated FOA Budget (in $)

« Is an agreement to cost share in place with OAR?
« Earliest AIDS funding FY

o OAR Initiative Code

OAR Evaluation

o HSA Coordinator Comments (displayed for OAR staff only)
o HSA Raters Comments (displayed for OAR staff only)
e OAR Director Comments (displayed for OAR staff only)
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« Rating (displayed for OAR staff only)

o Alignment Decision

5.10 FOA Content tab
The The FOA content tab, shown below, contains all the content of the FOA.

All users with access to a FOA can review the FOA content, but you can only edit FOA content or
address comments if you have the FOA Admin user role, or if you have been granted editing
privileges by an in-progress FOA task.
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My Inbox | FOAs Reports Admin

HL-DEMO ... Dashboard Key Attributes Task List Publication Setup FOA Content Review Comments Attachments Transaction History

% Required Information
Version 31 Ia v x Q ys ~ @v e

1 Part 1. Overview Information ‘
o

Participating Organization(s) @

{ National Institutes of Health (NIH) |
! I

@ Instructions: 1 NIH is the only erganization, then delete the follawing organizations. Otherwise, delete as spplicable.
Add other Federsl of non-Federal Organizations &1 Bppropriats. A signed Memarsndum of Understanding i required when thers is 8 funding collabaration between NIH 8nd other Federal o nan-Federsl Organizations. The MOU must be uploaded Lo NIHGPS with the FOA.

I NI s the only organization, delete the following giscleimers. Otherwise, delete a3 applicabie.

Centers for Disease Control and Prevention (CDC)

U.S. Food and Drug Administration (FDA)

Agency for Healthcare Research and Quality (AHRQ)fasdf 11-27-2018 tc3 1:50 pme®

AHRQ disclaimer:

NOTE: The policies, guidelines, terms, and conditions staied in this announcement may differ from those used by the NIH. Where this Funding Opporiunity Announcement (FOA)
provides specific written guidance that may differ from the general guidance provided in the grant application form, please follow the instructions given in this FOA. Also note that AHRQ
has different page limits than NIH for the application Research Strategy, which can be found within each individual FOA.

FDA disclaimer:

The FDA does not follow the NIH Page Limitation Guidelines or the NIH Review Criteria. Applicants are encouraged to consult with FDA Agency Contacts for additional information
regarding page limits and the FDA Peer Review Process.

CDC and CDC/NIOSH disclaimer:

The policies, guidelines, terms, and conditions of the HHS Centers for Disease Control and Prevention (CDC) stated in this funding opportunity announcement (FOA) might differ from
those used by the HHS National Institutes of Health (NIH). If written guidance for completing this application is not available on the CDC webslte, then CDC will direct applicants
elsewhere for that information

=]

Primary Issuing Component
* | -

Comp 1ts of Particif g O o
W msuucuons;
Fill in FOA number, then copy activity code and description from activity code list above and paste over the example below. If not applicable, replace with “none”

* i PA/PAR/PAS-FY-NNN/RFA-IC-FY-MNN, R21 Exploratory/Developmental Grant |

Number of Applications

@ Instructions:

On the rare occasions when only one application per institution is allowed, modify editable text to say "Only one application per institution is allowed, as defined in Section 1II. 3. Additional
Information on Eligibility.” Otherwise, make no changes.

* i See Section lll.3. Additional Information on Eligibility |

Catalog of Federal D ic Assi (CFDA) (s)

@ Instructions: Add information from NIHGPS record. IC should make sure that NIHGPS record is correct, and that each participating IC/component has provided a CFDA, and that each
participating IC/component has provided a CFDA.

* 1
i i

Announcement Type ©

@ Instructions:
Keep relevant text; enter previous FOA Number if a reissuance

* | New !/ Reissue of FOAFY-NNN

Funding Opportunity Purpose
@ Instructions:
Please limit this field to a brief description of % to % page in length. Brevity is appreciated

*

A collaborative solution between GrantSolutions and eRA
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Sections

The FOA is divided into multiple sections based on the document template associated with it. See
Document Templates for more information.

IMPORTANT: Note that you must complete all required fields (fields (marked with an asterisk
*) in every section of the FOA before submitting it to OEP for review.

Use the navigation bar at the top of the screen tomove between sections: Click to choose a section
from the drop-down menu, or click the arrows to scroll through the sections:

% Required Information Overview Information N
, .
v X O s B 0

Key Dates =)

v Section I: Funding Opportunity Description =)

Note: FOA content is saved automatically whenever you move to another section. You can also

L
save at any time by clicking the Save button, which saves the current content as a new
version.

5.10.0.1 Data Elements
Each section of the FOA may contain the following types of data elements:

« Editable fields — text entry fields, some of which may be prepopulated with default content.
Note that editable text fields are denoted by a dashed outline. See below for tips on working
with editable content.

« Policy language — content that is included in the final document but is not editable except by
Agency Admins. Policy text fields have a grey background surrounded by a dashed outline.

« Instruction language — Be aware of special instructions (in green text ), which offer guidance
on completing some fields.

Editing FOA content:
There a few standard types of editable fields used in FOAs:

« Enter text: Some fields require you to type text into an empty field, as shown below.

Announcement Type O

@ Instructions:
Keep relevant text; enter previous FOA Number if a reissuance

| New / Reissue of FOA-FY-NNN

Note: When you enter a properly formed URL (http:// or https://) in a FOA Content field,
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FOAM automatically converts it into a hyperlink.

« Enter rich text: And some text fields allow you enter rich (i.e., formatted) text: Click the
text field to display a row of formatting tools above the field, as shown below.
Type text into the field using the formatting tools just as in a word processing program, or
copy-and-paste formatted text from MS Word.

Announcement Type ©

. Paragraphs: 1, Characters: 23/200

B I U x x*| Nomal ] (o B @ @ « 1= 3= [0 source PR R~

‘ New / Reissue of FOA-FY-NNN

Note that you can click the T table button to open the table editor and add a table to the

field.

« Edit prepopulated content: Other fields require you to edit prepopulated content, often by
deleting the parts that you don't want to keep, as in this example:

Funding Opportunity Announcement (FOA) Number O
@ Instructions:

Delete the irrelevant choices (PA/PAR/PAS/RFA). Fill in Fiscal Year (FY). For an IC RFA, insert the RFA number for NNMN. Otherwise, for an OD RFA or for any PA/PAR/PAS, leave the FOA number
as NMN and it will be assigned by Guide staff. Note that a PAS with "special receipt date” becomes a PAR.

PA/PAR/PAS-FY-NNN/RFA-IC-FY-NNN

Notice the green instructional text that explains what to do.

o Enter inline text: Some data elements have an entry field inline with the text, where you
can enter the specified information, as shown here:

VIII. Other Information.

HUD is required to comply with the National Environmental Policy Act. Select the appropriate item. If you are unsure which to select, consult your Program Environmental Compliance Officer.
1. National Environmental Policy Act.

A Finding of No Significant Impact (FONSI) with respect to the envirenment has been made for this NOFA in accordance with HUD regulations at 24 CFR Part 50, which implement section 102(2)(C) of the National
Environmental Policy Act of 1969 (42 U.S.C. 4332(2)(C)). The FONSI is available for inspection at HUD's Funds Available web page at http://portal hud gov/hudportal (HUD ?src=/program_offices /administration
[grants /fundsavail

\lnsert language describing th : relevant exclusion from environmental review applicable to policy documents under 24 CFF 50.19(c).] Accordingly, under 24 CFR insert
PPIaic paragiapi ussr i ou. 1 s 1 virough (6)], this NOFA is categorically excluded from environmental review under the National Environmental Policy Act of 1969 (42 U.S.C. 4321)

This NOFA may have a significant impact on the environment, and an Environmental Impact Statement may be require [[insert program-specific text].

« Calendar picker: Type a date or click the calendar icon to pick a date.

Expiration Date O

@ Instructions: If using standard dates, the expiration date will be the day after the last application due date. Choose from one of the following dates; otherwise, if using non-standard submission dates, the expiration date will be the day after the last due date

]
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5.10.0.2 Edit Modes

Agency Admins can manually turn on and off limited editing of the FOA content to prevent IC
users from deleting comments or accepting/rejecting changes when returning edits to the Guide
after addressing Guide recommendations, so that the Guide staff can easily see what was updated.
Click the green pencil icon at the top of the screen to open the Open Editing drop-down menu to
set the edit mode, as shown here:

v

x O & B

Limit Editing
Restricted Editing

Open Editing — Editing is open to all users with editing privileges.
Limit Editing — IC users can make limited changes, but cannot change or delete user
comments.

Restricted Editing — Only Agency Admins can edit FOA content and add or address

comments.

5.10.0.3 Note: About content locking:

When you start editing a FOA section, that section is locked for editing by other users.
When you have a section locked, the lock will be released after 30 minutes of inactivity, or
after you click Save, or move to another FOA section, or to another screen.

Before the system releases a lock due to inactivity, it saves the FOA content as a new
version.

When you try to access a section that is locked by another user, a message notifies you that
the section is locked and shows the name of the user who locked it:

This section is currently being edited by DAN
HAR and is locked. Other sections can still be
edited.
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Comments

You can enter comments about the FOA as a whole, about the individual sections, and about
elements within the sections.

1. Click the 2] comment bubble on any of these elements to open the comment screen, as
shown here:

Comments for Overview Information x

Mo comment available

2. Type your comment in the text box and hit the Enter key to save it.

Note: The color of the comment bubble tells you the comment status for that element or section: A

clear E bubble indicates no comments have been entered; green BImeans that all comments have

been addressed, and red ¥ means that at least one comment has not been addressed.
And when you click on the comment bubble, the Comment screen opens and displays tools you
can click to delete the comment, reply to it, or mark it as addressed, as shown here:

Comments for Ovenview Information x

& Bill Mann | approve this revision
T =

5.10.0.4 Inline Comments
And within a data element you can attach a comment to a specific line or place in the text.

Note: Only FOAM Admins and users who have been assigned to an in-progress task with the
"Edit FOA Content" privilege can add and access inline comments:

1. To do so, put the mouse cursor at the spot in the text you want to refer to and click the
comment tool in the formatting toolbar.
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2. That will create a comment bubble at the place in the text where you put the cursor, as

shown here:
B I U %, x| Syles ~| = B @ @ 2 | = £ | M | | -
~
Fourscore and seven years ago
our fathers brought forth on this continent, a new nation ¢
conceived in Liberty, and dedicated to the proposition that all men are created equal. v
body span ins Paragraphs: 1, Characters: 146/200 4

3. Click the inline comment bubble to add your comment at that spot in the text.

When you export the FOA Content in MS Word format, the inline comment will appear as a
standard Word comment, linked to the text it refers to.

Other Controls

Click the icons at the top of the screen

Version 32 [% v X Q ’, @' e

actions:

to perform these

. Use the Accept/Reject tools to accept or reject changes made to FOA content.
. Click the comment bubble to add or read comments about the FOA

5.10.0.5 FOA Content Versions

_ Version 32 ' . )
Click the version button to open a list of past versions of the FOA content, as

shown here:
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Filter:

Select

Version
#

32

31

30

29

28

27

26

25

24

23

FOA Content Versions

Compare Versions

Last
Updated
Date

04/04/2019
09:43:40
AM

04/04/2019
09:43:30
AM

11/13/2018
03:39:17
PM

08/01/2018
10:10:34
AM

08/01/2018
10:09:53
AM

08/01/2018
10:09:28
AM

08/01/2018
10:08:46
AM

08/01/2018
10:08:19
AM

08/01/2018
10:07:32
AM

08/01/2018
10:07:02
AM

Last
updated
by

DAN
HARKEY

DANDAN
HARHAR

DAN
HARKEY

JEEV
THUR

DAN
HARKEY

JEEV
THUR

DAN
HARKEY

JEEV
THUR

DAN
HARKEY

JEEV
THUR

Description

Current

User Saved

Approval to

Develop

User Saved

User Saved

User Saved

User Saved

User Saved

User Saved

User Saved

Show

Template
Name
and
Version

New
Research w
Dates ver.1

New
Research w
Dates ver.1

New
Research w
Dates ver.1

New
Research w
Dates ver.1

MNew
Research w
Dates ver.1

New
Research w
Dates ver.1

New
Research w
Dates ver.1

New
Research w
Dates ver.1

New
Research w
Dates ver.1

New
Research w
Dates ver.1

Showing 1 - 10 of total 38

10~ perpage «-2 3 4 »

Action

nE =
i)

NE Qb B
[ i

QEF E qF
i i

QE
e

Close

Version actions

Click the action buttons to perform these actions on FOA versions:
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o — View version as Word doc.

o — View version as PDF

o — Restore version: Click to revert to this version of the FOA content.

Exporting FOA Content

1. Click export icon in the page controls to open the Export menu, and select whether to
download the FOA as a Word or PDF document , or to view it in your browser as an

v X O ¢. 3.
B Download as PDF

@ Download as MS Word

% Preview (HTML) in New Window

HTML page:
You can use the different export modes to highlight different aspects of the content:

o For example, the HTML export is a functional Web page, so you can use it to check any
hyperlinks you've added. And it omits all track changes markups, so you can preview the
FOA in its final form.

o And in the Word export, FOA content that is editable is highlighted so you can easily spot it,
as shown here:

Related Announcements

Four score and seven years ago our fathers brought forth on this continent, 8 new nation, conceived
in Liberty, and dedicated to the proposition that all men are created equal.

Now we are engaged in a qreat civil war, testing whether that nation, or any nation so conceived and
s0 dedicated, can long endure. We are met on a areat battle-field of that war. We have come to
dedicate a portion of that field, as a final resting place for those who here gave their lives that that
nation might live. It is altogether fitting and proper that we should do this.

But, in a larger sense, we can not dedicate - we can not consecrate - we can not hallow -- this
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o While in the HTML and PDF exports, underlining is used when "track changes" is turned
on to identify changes in the content that have not yet been accepted:

HTML:

Related Announcements

Four score and seven years ago our fathers brought forth on this continent, a new nation. conceived in Liberty. and dedicated to the proposition that all men are created equal.

PDF:

Four score and seven vears ago our fathers brought forth on this continent. a new nation. conceived in Libertv. and dedicated to

the proposition that all men are created equal.

About Track Changes
Tracking is turned on automatically when a user begins typing in a data element.

And every tracked change must be accepted or rejected before the FOA Content can be finalized.

# &= &
Use the tracking tools in each data element to control tracking and
accept or reject changes.

IR

Note: The Accept/Reject tool allows you to accept or reject the changes made to individual
sections, or to the entire content of the FOA, as shown here:

Accept All Changes »

Do you want to accept changes for

®Current Section (Entire Content ?

Note: Because every change must be accepted or rejected, it's a god idea to review and
accept/reject each change you make as soon as you're done typing it.

Note: Only admin users and users assigned to an in-progress task that has Accept/Reject Changes
privilege can accept or reject changes.

Note:Limit Editing: When returning edits to the Guide after addressing Guide recommendations,
the FOAM Admin (or other user with editing privileges) can click the green pencil icon to put the
FOA in Limited Editing mode, during which ICs cannot accept/reject tracked changes or delete
user comments.
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5.11 Review Comments tab

This screen shows all comments made on all tasks in the FOA Content screen.

20170214-AG1 ...

Transaction History

Task Name - {Status)
Q 1-(Status: Completed)

© No Task

Dashboard Key Aftributes

Y Filter Options «~ | Status: Unaddressed

Task List

Shared Interest

Publication Setup

FOA Content

Review Comments

Attachments

The Review Comments tab lists comments made while FOA tasks were in progress, sorted by task
due date with the newest on top.

By default, only unaddressed comments are shown, but you can choose to view all comments in

the Filter Options menu, as shown here:

Expanded Task View

T Filter Oplicns -

() Unaddressad

® Al

Click the + icon &4 next to a review task to expand the task and display all comments, as shown

here:

@ No Task

Related Data Element Comment Comment

Related Section Name Name Comment Author Date/Time Actions
Synopsis - General CFDA Number cfdaNumberCommenttt Max Bernima 03/29/2018 View
Information 02:57 PM
Section V- Application 6 Max 02/22/2018 View
and Submission Lime 04:31 PM
Information
Section V: Application 5 Max 02/22/2018 WView
Review Information Lime 04:31 PM
Section VI: Award 4 Max 02/22/2018 Wiew
Administration Lima 04:31 PM
Information
Section VI: Award Financial Reports: Bottom of Section 6 comment test Max Bemnimo 03/27/2018 View
Administration 11:26 AM
Information
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The expanded view shows all comments made during the review, organized by the FOA section
and then by fields within the sections.

So comments on the FOA as a whole appear first, then comments about sections and then
comments on the fields in the sections.

5.11.0.1 Actions

Click the View buttons to go directly to the associated comment in its section of the FOA Content
or Publication Setup screen.

5.12 Shared Interest tab

This screen lists the ICs that have expressed an interest in participating in this FOA.

GUIDE-DEMO ,,, KeyAfiribules ~ Tasklist ~ SharedInferest ~ FOA Conenf  Revie: Affachments  Transaction History (7]

+ Add Parfcipant

ParficipatingIC ~ ~ CFDAs & Financial Contacts % Grants management Contacts 2 Scientific Review Contacts 2 Actions

Showing 1 - 1 of total 1

26 93.077 Bill Menna Bill Menna Bill Menna B

Adding a shared interest record

FOAM Admins can use this screen to add a shared interest record, indicating that their IC is
interested in participating in this FOA.

1. To add a shared interest record click Add Participant.
2. The Shared Interest screen opens, as shown here:

My Inbox | FOAs Reports  Admin

2017-FOA-119 ... Dashboard Key Aftributes Task List Shared Interest Attachments Transaction History a

* Participating IC

CFDA Number{s) for Participation
Please enter CFDA number if your organizafion has one.

Scientific/Research Contacts Q
Use the search icon
Financial/Grants Management Contacts Qa
Use the search icon
Peer Review Contacts Q
1

L4 >

[ore [ son o [

3. Enter the following information about your IC's participation in the FOA:
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Participating IC — Click to select from drop-down menu.
CFDA Number(s) for Participation — If your organization has a CFDA number, click to
select it from the drop-down menu.

Contacts: In these three fields, click to select one or more contacts from a pop-up Person
Search screen, as shown below.
o Scientific/Research Contacts

o Financial/Grants Management Contacts

o Peer Review Contacts

When you're finished entering information, click Save or Save and Close to save your
changes.

5.12.0.1 Notes:

o

You can only add a shared interest record if there is a Shared Interest task currently In
Progress for the FOA.

Each IC can add only one shared interest record to a FOA. But FOAM admins for the

IC can make repeated changes to this record as needed to accurately express the nature of
their IC's interest.

When a new FOA becomes available, FOAM sends an email notification to the other
FOAM-using ICs so those organizations can decide whether to participate. This email has
the subject: "FOA available for Shared Interest," and in the body of the email there is a link
on the FON: Click the link to go to this tab and add a shared interest record.

When ICs adds themselves as participating organizations in the Shared Interest tab, the
FOAM Admins (Guide Liaisons) of the FOA’s Organization (primary IC) get e-mail
notifications.
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Pop-up Person Search screen:

Person Search

First name: Last name: Organization: Role:

Person Name User Id Login User

Mo data available in table

Editing your IC's shared interest record

If your IC has already created a record for this FOA, it will be listed in this screen.

Actions

Use the tools in the Actions column to edit the record: L#&

o Click the pencil icon to open the record for editing: See Working in this screen above for
instructions.

« Or click the trashcan icon to delete the record. (Note: Shared Interest record can only be
deleted if a Shared Interest task is currently /n Progress on the FOA)

5.13 Task List tab
Task Lists (also called timelines) are ordered workflows of the tasks required to build the FOA.
Click the Task List tab in the FOA screen to create and manage task lists for the FOA:

o Ifthe FOA has an existing task list, clicking the Task List tab opens the Task
List screen, as shown below.

o Ifthe FOA does not yet have a task list, clicking the Task List tab opens the

Create Task List screen instead.

Use the Task List screen to create and manage FOA task lists.
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You can create multiple versions of a task list to consider different timeline options for developing
the FOA or to compare a reference version of the timeline to the actual conditions. The task list that
is currently being used to track the FOA development process is called the “active” task list.

See below for instructions on working with task lists.

Filter:

|

O

TEMP-2 ...

Task List:

2018 Default

I

Task Name

Shared Interest M

Preliminary Policy Review & # il

—IC Limited Competition Approval I @

—IC Page Limit Exception Approval I @

—Human Subjects Review & ll @

—-Small Business Review \Qm ®

—Receipt & Referral Review & Ml @

Key Attributes

Task List Shared Interest

v Inactive

Based On Model: HL Demo Model (9
Phase Flow: NHLBI

+ Add Task Delete Selected Tasks

Due
Date -

&

10/01/2018

10/02/2018

10/02/2018

10/02/2018

10/05/2018

10/05/2018

10/05/2018

Aliachmenis

sl

Assigned to +

FOAM Admin

Guide Management
Analyst

FOAM Admin

FOAM Admin

1 more-._]
Human Subjects SME

Small Business SME

Receipt & Referral
SME

Transaction History

ions ~ Il
Actions =

Y Filter Options » | Task Type: Organization, Optional, Agency

Show| 10 %  perpage

Comments s

o

o

Status

Not
Started

Mot
Started

Not
Started

Not
Started

Not
Started

Not
Started

Not
Started

Showing 1 - 10 of total 50|

Status

+ Date + Actions

-

Working with the Task List

Click the Task List drop-down menu to select which task list to display. If an active task list exists,
it is selected by default.

The Active button mj is present on active task lists, and the Inactive button

Inactive

is present on inactive tasks list. Use these buttons to toggle the
active/inactive status of the task list:

o Click the Inactive button to make an inactive task list active: that is, to make it

the official task list in use now to guide the FOA development process.

o Click the Active button to deactivate an active list. Note: You cannot deactivate

a task list that has an agency task in progress.
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o Note: Once the task list becomes active, work can be performed on its tasks and
the first mandatory task on the list is set to In Progress.

o Note: If another task list was active, when a new task list becomes active, the
previous task list is set to inactive and all its tasks are set to Not Started.

: Lokl . : o
Click the graph button to open a graph view showing the progress of the tasks in this task
list. (Note: Only available if the task list includes at least one milestone task)

+ Add Task
Click Add Task to open the Task Detail screen and add a new task to the task list.

To delete one or more tasks, use the checkboxes at the left to select the tasks, then click Delete

Delete Selected Tasks

Selected Tasks:

Click the Actions button to select one of these actions in the Actions menu:

Actions =

Create Reference Version
Create Task List

Save as Model

Compare Task Lists

Freview Task List

NOTE: The actions available in this menu depend on your user role and the status of
the task list. Some or all of the following actions may be available:

o Create Reference Version — Click to create a reference version (a snapshot) of the active
task list to use for auditing purposes. (Note: This action only available to the admin user)

o Create Task List — Click to generate a new task list. (Note: This action only available to
admin users)

o Save as model — Click to save the task list you're viewing as a model to use when creating
future task lists with the Create Task List action. (Note: This action only available to admin
users). See Save as Model for information on creating a new task list based on a model.

o Compare Task Lists — Click to select two task lists to compare. (Note: only available if
more than one version of the task list exists)
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o Preview Task List — Click to generate a detailed overview of all tasks in the list.

o Sub-Assignment — Users who have assignment privileges on a task can select this action
to add a sub-assignment to the task. Use sub assignments on tasks that are assigned by role
to distribute them among the users in your organization.

To create a sub-assignment, click this action and then select specific users from a pop-up
window. (FOAM presents you with a list of users in your organization who have one of the
roles required by the task.)

5.13.0.1 Filter and sort

o Open the Filter Options menu to select the task types you want to see, as shown here:

T Filter Opfions - |

ter By Task Type
&1 Organization
Agency

&1 Optional

Note: The Filter Options menu is not available for GrantSolutions users.
o Or type text in the Filter box to see only tasks that have the filter text in some field.
o Click the arrows at the top of the columns to sort the task grid by that property.

Working with individual tasks
You can perform the following actions on the tasks in the task grid:

o Click the task name to view or edit the task in the Task Detail screen.

o The flag icon indicates milestone tasks. Roll over the icon to see which task phase it's in, as

=
shown here: [ Milestone Phase I
o The link icon indicates dependent tasks. Roll over it to see the task this task depends on,
Py

1. Preliminary Policy Review

as shown here:
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o Click the comment icon @l to add a comment in the Task Comments screen. (Note: When

you add a comment on a task, the task assignee receives a notification.)

1

« Other icons identify optional tasks: , agency tasks: ==, and tasks set to autostart when

the task they're dependent on is completed: EI

o The Assigned to column lists the task assignee. If there's more than one assigned person or
role, a bubble in the field tells you how many. Roll over it to see them, as shown here:

Roles:

Evaluation SME
Grants Specialist

m Lead Author

Users:

ALEK SAME

5 Specialist

E Sneciglist

« Select from the following actions in the Actions menu at the right side of the grid, shown
here:

Actions

Mot Started

Submit for
Preliminary
Policy Review

History

Sub-assignment

NOTE: The actions available for a task depend on your user role and the current task
status. Some or all of the following actions may be available for a given task:

o Not Started — Sets the task status to Not Started. Note: only available to FOAM Admins.

o Start progress — Sets the task (set the task status to In Progress). Note: Only FOAM
Admins can start a task.

o Complete — Sets the task status to Completed. Note: only available to FOAM Admins.

FOAs 104 June 13, 2019



FOAM USER Guide

o Submit for Policy Review — Submit to OEP for policy review. Note: only available to
FOAM Admins.

Delete task — Deletes the task. Note: not available for in-progress, completed, or expired
tasks.

History — Click to open the Task History screen.

[e]

[e]

NOTE: For "Agency" task types, users with the Agency Admin or eRA FOAM Admin user role
can act on the task (Start it, set it to Not Started, Delete it or Complete it) even if the task is not
assigned to them.

5.14 Transaction History

This screen lists all transactions that have been performed on the FOA, such as content updates and
FOA development process events (timeline scheduling and task completion).

Note: The transactions you can see in this screen depend on your user role. So actions that are
outside the scope of your role may not be visible.

Filtering: Enter text in the Filter field to only show transactions that have the filter text in at least
one fields. For example, enter "activ" to see all changes to Activity Code or all tasks that moved to
Active status.

My Inbox | FOAs = Reports

Key Aftributes Task List FOA Content Attachments Transaction History

FOA #: 2017-FOA-4266

Transaction History
Showing 1 - 10 of total 18

Filter:
Show 10 Elperpage - 2 »

Updated Type %+ Updated Field = 0Oid Value — Hew Value % Initiator % Date Time =
Foa Status Hot Started € Cancelled SYSTEM 01/12/2017 03:10:34 PN
Due date calculations xisx  None € Use to back calculate milestone dates BAY HALAL 017122017 025313 PM
Application_Guidelines pdf  None &) The best applications will cover these points BAYHALAL 01/12/2017 02:57:24 PM
SKED.docx None €)1 BAY HALAL 0111212017 02:54:17 PH
Due date calculations xdsx  None €)1 BAYHALAL DINZ/2017 02:53:38 P
Application_Guidelines pdf | None €)1 BAY HALAL 0111212017 02:53:07 PH
Comments None €) All PDFS available in project repository BILL MENNA 01/11/2017 10:18:40 AW
Status Date 01/06/2017 € 011172017 BILL MENNA D1/1/2017 09:45:54 Al
Status Not Started &) In Pragress BILL MENNA 171142017 09:45:54 Al
Foa Status Not Started €) In Progress BILL MENNA D1/11/2017 09:40:25 AW

This screen contains the following fields:
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Update type — The type of update and to which part of the FOA (key attribute, task, task list)
and the action that was performed on it.

Updated field — Name of the field that was updated
Old Value --> New Value — The old and new value of the field that was updated
Initiator — The person who performed the transaction

Date Time — The date the transaction occurred
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6 Reports

the Reports screen opens when you click Reports in the menu bar, as shown below.

Use this screen to view, create and manage reports on the FOAs that have been created or are in
development for your IC.

You can view saved reports, create new reports, delete existing reports, and edit report names.
Actions:

o Create Report — Click the Create Report button to create a new report in the Report.
Parameters screen.

o View Report — Click a Report Name to view the report in the Report Output screen.

o Other Actions — Click the icons in the Actions column to choose these actions:

Action

#0

o Click the pen icon to edit the report name
o Click the trash icon to delete the report.

My Inbox  FOAs | Reporis | Admin

Reports @

Create Report

Showing 1 - 10 of total 17}

Filter:
Show| 10 | perpage H: -
Report Name “  Report Criteria <  Last Updated £ Action =
09-09-0987/ Report Type - FOA Tracker; Status: In Progress, Mot Started, Published, Archived; Organization: HL; Division: CTRIS; Number of ~ 08/21/2017 06:18:31 PM S

task history events included - 0; Milestones from Task List Model: VERSION 1.07.00(1)

09-15-2017 save search FOAM-1927 Report Type . FOA Tracker, Status. In Progress, Not Staried, Published, Archived, Organization: HL, Division. CTRIS; Number of ~ 09/15/2017 05:12.25 PM S
task history events included - 0; Milestones from Task List Model: VERSION 1.07.00(1)

09-21-2017 6pm Report Type : FOA Tracker; Status: In Progress, Not Started, Published, Archived; Organizafion: HL. Division: CTRIS; Number of ~ 09/21/2017 06:17:09 PM S
task history events included . 0; Milestones from Task List Model. VERSION 1.07.00(1)

09-21-2017 6pm Report Type . FOA Tracker, Status: In Progress, Not Staried, Published, Archived, Organization: HL, Division. CTRIS; Number of ~ 09/21/2017 08:17.53 PM Fdi
task history events included : 0; Milestones from Task List Model: VERSION 1.07.00(1)

09-26-2017 tested by D. N Report Type : FOA Tracker; Status: In Progress, Mot Started, Published, Archived; Organizalion: HL; Division: CTRIS; Number of  DS/26/2017 04:27:54 PM S
task history events included . 0; Milestones from Task List Model. VERSION 1.07.00(1)

039-59-0765432 Report Type * FOA Tracker; Status: In Progress, Mot Started, Published, Archived; Organization: HL; Division: CTRIS: Number of ~ 08/21/2017 06:19:30 PM S
task history events included - 0; Milestones from Task List Model: VERSION 1.07.00(1)

1234 Report Type : FOA Tracker; Status: In Progress; Organization: HL; Division: DCVS; Number of task history events included : 2, 09/21/2017 06:16:14 PM #10
Milestones from Task List Model: All FOAS v2

12345 Report Type * FOA Tracker; Status: In Progress, Mot Started, Published, Archived; Organization: HL; Division: CTRIS: Number of ~ 08/21/2017 06:16:46 PM S
task history events included - 0; Milestones from Task List Model: VERSION 1.07.00(1)

CTRIS Report Report Type . FOA Tracker; Status. In Progress; Organization. HL, Division: CTRIS; Number of task history evenis included - 3, 077202017 01:19:42 PM Fdi
Milestones from Task List Model: All FOAs v2

DBDR Report Report Type - FOA Tracker, Status: In Progress; Organization: HL; Division: DBDR; Numiber of task history events included : 3 07/20/2017 01:20:10 PM S
Milestones from Task List Model: All FOAs v2

6.1 Report Parameters

When you click Create Report in the Reports screen, the Report Parameters screen opens, as
shown here:

Use this screen to configure and generate reports.
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My Inbox FOAs | Reporis Admin

Report Parameters @

Back To Reports

Report

FOA Tracker v
Filter Option:
Organization Division Announcement Type
- - Notice of Change to Funding Opportunity *
Notice of Information | | * Notice of Intent fo Publish
OTA PA PAR PAS Policy Notice
RFA | | *Request for Information
Request for Proposals
Announcement Status Tasks Due Date Between
In Progress [Clonly Past Due Milestones
Not Started
Published And
Archived

Display Options:

Include milestones in the report from task list model Include up to latest task history events
Select a task list model v

To create a report, select one of the following report types from the Report drop-down menu and
set report parameters as directed:

FOA Tracker report

This report presents FOAs along with information regarding completion of milestones tasks for
each FOA (due date, actual completion date, overdue days).

1. To create it select FOA Tracker from the Report drop-down menu.

2. Ifyou wish, use the following filter fields to limit the report results:

o IC — Choose from the drop-down menu to report only FOAs from a selected IC.

o Division — Choose from the drop-down menu to report only FOAs with from a selected
division within the IC.

o Announcement Type — Choose from the drop-down menu to report only certain
announcement types (you can select up to 10 types)..

o Announcement Status — Choose from the drop-down menu to report only anouncements
with a selected status.

o Task due date between — Enter beginning and end dates to report only FOAs that have a
task due within a certain time period.
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o Only past due milestones — Click to report only FOAs that have a past due milestone.
3. Set the following display options:

o Include milestones in the report from task list model — the FOA Tracker report requires
you to use a task list model which includes milestone tasks: Use this drop-down menu to
select a task list model. See Save as Model more information on task list models.

o Include totals — Includes the totals at the end of the report: total number of FOAs, % of
published FOAs, % of unpublished FOAs.

o Include latest task history — Include latest task history for each FOA on the report.

4. When you finish configuring the parameters, click Submit to generate the report and open

it in the Report Output screen.

Phase-Category report

This report lists FOAs of the category you select.

1. To create this report, select Phase Category from the Report drop-down menu.

When you do, the screen presents slightly different filter and display options, as shown
here:

Report Parameters @

Back To Reporis

Report

Phase-Category w

Filter Option:
* Organization Division FOA Status

Display Options:
Categories Include up to latest task history events
Select Cateqories 1] L

2. Ifyou wish, use the following filter fields to limit the report results:

o IC — Choose from the drop-down menu to report only FOAs from a selected IC.

o Division — Choose from the drop-down menu to report only FOAs with from a selected
division within the IC.
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o FOA Status — Choose from the drop-down menu to report only FOAs with a selected
status.

3. Set the following display options:

o Categories — Select the FOA categories to include in the report.

o Include up to latest task history events — Select the maximum number of task history
events to display for each FOA in the report.

4. When you finish configuring the parameters, click Submit to generate the report and open

it in the Report Output screen.

HHS Forecast Export report

This report lists all published Nofice of Intent to Publish FOAs, which together constitute a
forecast of the agency's upcoming grant activity.

FOAM Agency Admins and eRA FOAM Admins can run this report and generate a Forecast
export file to comply with grants.gov agreement.

1. To generate it, select HHS Forecast Export from the Report drop-down menu.

When you select HHS Forecast Export, the Generate Forecast Export Report button appears in
the screen, as shown here:

Report Parameters @
Back To Reports

Report

HHS Forecast Export ~

Generate Forecast Export Report Cancel

2. Click Generate Forecast Export Report to generate the report in Excel format.

3. When you click this button, a dialog opens, giving you the option to open or save the Excel
file.

For information on the contents of the report file, see Report Output.

Review Schedule report

This report shows when FOAs are due for review, listing the key dates and personnel for each
FOA.
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FOAM Admins can run this report.

1. To generate the report, select Review Schedule from the Report drop-down menu.

When you select Review Schedule, the Generate Report button appears in the screen, as
shown here:

Report Parameters @
Back To Reports.
Report
Review Schedule v
Filter Option:
Organization Division Announcement Type
Notice of Change to Funding Opportunity ]
Notice of Information
Notice of Intent to Publish
Notice of Special Interest | = OTA || »PA| | xPAR
PAS | | x Policy Motice | | x RFA
Request for Information Request for Proposals
Announcement Status First Council Round
In Progress
Not Started
Published Last Council Round
Archived

2. Ifyou wish, select properties in the filter fields to limit the report results, then click
Generate Report to generate the report in PDF format.

3. When you click this button, a dialog opens, giving you the option to open or save the PDF
file.

For information on the contents of the report file, see Report Output.

6.2 Report Output

This screen shows the output of the reports you configure in the Report Parameters screen.
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FOA Tracker report

x FOAs |Reporls Admin

Report : FOA Tracker

FON I FOA# Titie

11142016RTEST  Release 1.04.00 (2) TEST verification

12142016RT2 Regression Test #2 FOAM-037
ATEST-0822 Test

HL-4-19-2017 Testing FOA d-18-2017
HLDO01-00 HL Dema 119

Load
Organization Division Author
HL CTRIS Ay
Pim
HL DCvs Wam
Wiete
HL AlAmo
HL oLo Dan Pare
HL oLo RID
BLES

Status

n
Progress

In
Progress

In
Progress

In
Progress

In
Progress

Date
Due Date

Completion
Date

Differance
Due Date

Campletion
Date

Difterence
Due Date

Completion
Date

Difference
Dus Date

Completion
Date

Difference
Due Date

Completion
Date

Report Parameters: Repart Type - FOA Tracker; Status: In Progress, Not Started, Fublished, Archived; Task Due date from: 08/01/2016; Organization: HL; Task
Due date o: 12/10/2017; Number of task history events included - 2; Milestones from Task LIst Model: Standard FOA process

st
Draft
FOA

Submit
for
internal
approval

Division
Director
approval

Submit
1o OER

Publish
FOA

Council
date

History

09DE2017: testad 09-05-2017 by David il
fime12 55PN
0822/2017: In Progress - D1-18-2017

12721i2016: Expired - RT1.04 C (review By GS)
12202016: Expired - RT1.04 B {review by SRO)

087232017 In Progress - Poiicy Review
082312017: Completed - Preliminary Policy Review

10282017 In Progress - ~IC Page Limit Excaption
Approval
107262017 In Progress - Shared Inferest

05172017: Completed - Appraval to Develop
04042017 comment

Actions

Use the controls above the grid

the following actions:

to perform

A [X) (B

Edit Report Parameters

o Export: Click the Acrobat or Excel icon to output a copy of the report in PDF or Excel

format.

o Save: Click the disk icon to save the report for later viewing in the Reports screen.

o Edit: Click Edit Report Parameters to return to the Report Parameters screen and adjust

the report parameters
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Phase-Category report

My Inbox FOAs | Reports | Admin
Report : Phase-Category
Report Parameters: Report Type : Phase-Category; Status: In Progress, Mot Started, Published, Archived; Organization: HL; Division: Edit Report Parameters
DLD; Number of task history events included : 0 ; Categories: DERA, Program, OER
Scheduled
M Actual
FON ! Lead
FOA # Title Division Author Phase | Phase Il Phase Il Total
SC1-RCR  FOAM-889 Category Report oLD Eric 014152017 |uzxu4¢2m7| 05/M17/2017 | 174 -
Brawn
[ sl ] e ] e
DERA | 10 | 10
(= I 1o
Program 52 | | 52
T | I “
CER | | 3
TEMP-4255  SPRINT2S FOAM 19586 DLD Jose A The praph cannot be plotted for this FOA_ The graph raquires that every phasa has multiple tasks, 2 single phase gata task that is
Yeph th last task in the phase. and the publication date must be filld in. Only FOA that has been startd can ba plotted.
DERA 28 29
| ' I
Program
18 I8
« [Lm r
Actions

Edit Report Parameters

the following actions:

o Export: Click the Acrobat or Excel icon to output a copy of the report in PDF or Excel
format.

o Save: FOAM Admins only: Click the disk icon to save the report for later viewing in the
Reports screen.

o Edit: Click Edit Report Parameters to return to the Report Parameters screen and adjust

the report parameters

HHS Forecast Export report

When you select Generate Forecast Export Report in the Report Parameters screen, FOAM
generates the report in Excel format and opens a dialog so in which you can choose to open or
save the report.
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The forecastExport.xlsx file includes the following columns:

[e]

Final #

Earliest start date year

Title

Funding Activity Category Code
Funding Instrument Type Code(s)
Expected Number of Awards
Primary CFDA Numbers

Cost Sharing

Program Funding Type

New opportunity

Estimated Total Funding
Estimated Award Ceiling
Estimated Award Floor

Post Date of FOA

Estimated Due Date

Estimated Start Date

Estimated Award Date

Eligibility Category Code
Additional Eligibility Information
Purpose/ Executive Summary
Scientific/Research Contact - Name
Scientific/Research Contact - Email
Scientific/Research Contact - Phone
Issuing Sub OpDiv

Issuing OpDiv

Grants.gov Post Date

ARRA (Recovery Act)

ACA (Affordable Care Act)
Grants.gov URL

Grants.gov Archive Date

Item Type

Path
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Review Schedule report

When you select Generate Review Schedule Report in the Report Parameters screen, FOAM
generates the report in PDF format and opens a dialog so in which you can choose to open or save
the report.

The ReviewScheduleReport.pdf file includes the following columns grouped by Council round:

[¢]

[e]

FON (FOA #)
Title

Lead Author

SRO

Grants Specialist
New Receipt date
R/R/R Receipt date
AIDS Receipt date
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7 Admin Dashboard

The Admin Dashboard opens when you click the Admin tab, as shown here:

My Inbox FOAs Reports | Admin

Document Templates Task List Models  Announcement Types

Admin Dashboard

System Management

- Manage Document Templates
- Manage Task List Models
- Manage Announcement Types

- Manage Labels

Click the links to perform these system management functions:

o Manage Document Templates

View and manage the document templates used by your organization to format FOAs.

o Manage Task List Models

View and manage the task list models used by your organization to create
standardized FOA task lists.

¢ Manage Announcement Types

View and manage the Announcement Types available in your organization.

o Manage Labels

View and manage the labels that can be applied to announcements in your
organization.

7.1 Manage Document Templates

The Document Templates screen, shown below, opens when you click Manage Document
Templates in the Admin Dashboard.

This screen lists all the document templates available for your organization.
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NOTE: This screen is only available to users with the FOAM Template Editor or FOAM GS

Admin user role.

Actions

Click Create Template to create a new template.

Click a template name to view or edit its Key Attributes.

o Click the trash icon |:| to delete a template

« Click the copy icon I'_‘D to save a new version of the template or save a copy of it (i.e., clone

it). See Clone Document Template.

My Inbox  FOAs Repors | Admin

Document Templates @

Filter:
Name = Version = Status = Updated by % Updated Date % Actions
Test_synopsis 1 Published AlAmo 030772017 11:57 AM
Testdala, LOV elements 1 Unpublished Al Amo 06/09/2017 08:17 AM
Template test 1 Published TEST FOAM 09/07/2017 03:23 PM
RT1.04 data Elements 1 Published LIN Beet 0711472017 11:48 AM
RT/ST v1.05(2)/ 1.08.0 (3) 1 Published TEST FOAM 06/09/2017 03:19 PM
RT Release 1.05 1 Unpublished David Mast 2017-01-09 12:10:57.0 o
Research 1 Published TEST FOAM 051572017 04:04 PM
REQ12 1 Published Bill Mann 011272017 10:38 AM
release version 1.07.00(2) 1 Published TEST FOAM 050372017 04:19 PM
Release version 05/08/2017 1 Published Bill Mann 050272017 12:36 PM

Showing 1 - 10 of total 34

Show 10 ~ | perpage ’ - 2 34 &

This screen contains the following columns:

o Name — Click to view or edit a template's Key Attributes.

o Version — Current version of the template

o Status — Publishing status of the template

o Last updated by — The user who last updated the template
o Last update — Date and time of the last update

o Actions — Click the trash icon to delete the template.

7.2 Manage Task List Models

Task list models are templates that are used to create standardized FOA task lists.
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The Manage Task List Models screen opens when you click Manage Task List Models in the
Admin tab, as shown below.

FOAM Admins can use this screen to view, create and manage task list models for their ICs.
FOAM Agency Admins can do the same at the agency level.

If you wish, click the Filter by Status button to filter the models by Active/Inactive status.

My Inbox FOAs  Reports | Admin

Manage Task List Models
Fiter By Status =

Filter:

Showing 1 - 10 of total 152

Show| 10 v perpage (-z 3 45 6 »

Associated
Task List Model Name “ Description Organizations 4+ Status % Actions

Guide Model NH Active -
Notice Model NH Active -
09.14.2016 v1.03 HL Active -
11501 AA Active -
m HL Active -
12-04-2017 DN test david test data Al Active -
2017 R01 Model Protocol 12178 HL Active -
AA Guide Madel AA Active -
Assay SM Active -
Blank AA Active -
Actions

o Click Create Model to create a new model in the in the Manage Task List Model screen.

o Click a model name edit a model in the Manage Task List Model screen.

o Or click the down arrow to select one of these actions from the Actions drop-down menu:

Actions

Edit Model
Copy Model

o Edit Model — Edit model in the Manage Task List Model screen.

Manage Task List Model

When you click the Create Model button or the edit action for a task list model in the Manage
Task List Models tab, this screen opens.

Use it to create and edit the task list models that your IC uses as templates to create FOA task lists.

The screen contains these two tabs:
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7.2.0.1 Properties tab

In this tab FOAM Admins can enter or edit the Model Name and Published/Unpublished status of
the model.

FOAM Agency Admins and eRA FOAM Admins can do the same, and can also select the
organizations (and the phase flows within those organizations) that can use the model.

Edit the fields as needed and click Save.

Manage Task List Model

Properties View Model
* Required Information
* Task List Model Name
Guide Model
* Associated Organizations # Phase Flow * Status Target Task Name
NH Single Phase v Active v Publish
Description
Publishing Rules
Based on For values Actions
FOA Type v PAR || xRFA |[ xPAS | [ xPA a
‘Add Publishing Rule
Save and Close [JRe=hEH)

Adding Publishing Rules

Use this section to define automatic publishing rules that govern whether the task list model can be
associated with a given FOA, based on the FOA’s key attributes.

Follow these steps to create a publishing rule:

1. Click Add Publishing Rule to open the configuration tool, as shown here:

Publishing Rules

Based on For values Actions

No Publishing Rules available

Add Publishing Rule

2. Set these two attributes:
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o Based on — Select an FOA attribute, such as Activity Code or FOA Type.

o For Values — Enter one or more possible values for this attribute: The template will only be
available for use with FOAs that have one of these values.

3. To add another rule, click Add Publishing Rule again to add another row to the grid, then
configure it as above.

Note: You cannot create more than two publishing rules to a template.

NOTE: ACF and CDC users can only add one publishing rule to a template, and the only
available Based On attribute is FOA Type.

7.2.0.2 Task List Model tab

In this tab FOAM Admins can add and edit tasks in the task list model.

Manage Task List Model
Properties View Model
™ Preview Task List
Showing 1 - 10 of total 29
Filter:
Show| 10 v perpage « n 2 3 =

Task Name 4 Due Date Delta ~ Assigned To 4 Phase 4 Actions

Shared Interest it 22 FOAM Admin -

~IC Page Limit Exception Approval T 21 FOAM Admin (EEETS -

—IC Limited Competition Approval il a2 FOAM Admin -

Preliminary Policy Review & # 21 Guide Management Analyst -
—Communications Review & Tl 18 Communications SME -

—Clinical Trials Review & i -18 Clinical Trial SME -

—eRA Review & M 18 ERA SME -

—OPERA RFI| Review & M -18 OPERA RFI SME -

—OPERA Grants Policy Review & M -18 OPERA Grants Policy SME -

~Workforce Diversity Review & il -18 Workforce Diversity SME -

Actions

o Click the Task Name to edit the task in the See Task fab below for instructions.

e Click the Add Task to Model button to open a Task tab and define a new task. See Task
tab below for instructions.

Admin Dashboard 121 June 13, 2019



FOAM USER Guide

o Or click the down arrow to select one of these actions from the Actions drop-down menu:

Actions

Edit Task
Set as Target Task
Delete Task

o Edit Task — Edit the task in the Task Tab. See below for instructions.

o Set as Target Task — Use this task as the baseline to calculate the due dates for all
the other tasks in the list.

o Delete Task — delete task from the model.

7.2.0.3 Task tab

Manage Task List Model

Properties View Model

Add Task To Model x

Overview Task Checklist Task Actions
% Task Name % Due Date (Days after Target Task) Task List Options Phase

0 v
[ milestone Phase Gate
Task Types Privileges Task Completion Requirements
Assigned To Role Assigned To Person

Use the search icon fo select assignees Q

Dependent On
Assay results

[ start task on completion of all dependencies

Task Description

4= 99 || Styles - || Fomat - @& @ =] ™ Qe

B I 5|5 !

Characlers: 0/4000

Save and Close Cancel

The Task Tab opens to the Overview, as shown above.

Configure the task properties in the Overview as described below, and click on these other task
detail tabs to define additional task properties:

See also these other Task Detail tabs:
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o Task Checklist tab
o Task Actions tab

Use these fields in the Overview tab to define task properties:

o Task Name — Enter the name of the task

o Due Date — Enter the number of days that the due date for this task should be after the due
date of the model's target task. (Enter a negative number if the due date for this task should
be before the model's target task.)

o Phase — Select the phase of the task.
o Milestone — Check this box if the task is a milestone and should be displayed on the graph

and in reports.

o Task List Options — Select one or more of these options for handling due dates:

o Expire on due date — Make task expire automatically if it is not completed by
the due date.

o Update dependent (subsequent) due dates — 1f this task's due date changes,
adjust the due dates of tasks that are dependent on it (subsequent tasks).

o Update dependent-on (previous) due dates — If this task's due date changes,
adjust the due dates of tasks that it is dependent on (previous tasks).

o Phase Gate — Check this box if the task is a phase gate (that is, the task that completes the
selected phase and kicks off the next phase).

o Task Types — Click to open the drop-down menu and assign one or more task types. The
following task types are available:

o Agency — Designates OEP actions. Note: For Agency tasks, users with the
Agency Admin or eRA FOAM Admin user role can act on the task (Start it, set
it to Not Started, Delete it or Complete it) even if the task is not assigned to
them. And IC users cannot access these tasks at all.

o Optional — Tasks that may not need to be executed for the FOA and can be
filtered out from a Task List view. Note: Once an optional task is initiated, it is
no longer considered optional.

o Shared Interest — When a Shared Interest task is initiated, the Shared Interest
tab becomes available for other organizations to add their participation.
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« Privileges — Use this field to give the assignee privileges for making changes to the task.
click to see instructions:

Click the Privileges field to open drop-down menu and select one or more of the following
privileges:

o Edit Key Attributes

o Edit FOA Content

o Edit Publication Setup

o Review Comments

o Accept/Reject Edits

o Address Comments

o Add Next Task Assignee —

o Delete Next Task Assignee

o Publish Forecast Record

o Publish Opportunity

o Review

o Edit Policy Language — Can update policy language data elements (which are otherwise

non-editable except by Agency Admin and eRA FOAM Admin).
o Edit Due Date
o Publish to GMM

Click privileges one-by-one to select them and add them to the list, as shown below.
You can add as many as you want.

Privileges

« Edit Publicafion Setup | | = Review Comments || = AcceptReject Edifs | | < Address Comments || = Add Assignee | | |
N
Edit Publication Setup
Review Commenis
AcceptReject Edits
Addrezs Comments

Add Assignee v

Click on a privilege a second time to remove it from the list.
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o Task CompletionRequirements — Select validations to perform before the task can be

completed:

When the user tries to mark the task complete, the system issues an error if any of the

required items have not been completed.

Validate Grants.gov Synopsis

Validate Grants.gov Application Package(s)

Validate Published Forecast

Validate Published Opportunity

Validate GMM Publication

Validate FOA Content

Validate Key Attributes

Validate NIH Guide Attributes — For "Notice" FOA types, validate the Key
Attributes required for OEP review. For other FOA types, validate all key
attributes.

Shared Interest Period — This requirement is available if the task includes Edit
FOA Content privilege.

o Assigned To: Who is responsible for completing this task? Use the next two fields to

specify: You can assign the task to a specific person and/or to any user who has a given user

o Assigned to Role — Select FOA or eRA roles responsible for completing the task.

o Assigned to Person — Select user(s) responsible for completing the task: Click the

magnifying glass icon to open a pop-up Person Search window, as shown below.
Perform your search and select a person to close the pop-up window.

Person Search

First name: Last name: IC: Role:
Person Name User Id Login User
Mo data available in table
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o Dependent On — Use to create task dependencies: Click to open a drop-down menu and
select the tasks that must be completed before this task can be started.
Note: If you make your task dependent on an optional task, the assignee does not have to
wait for the optional task to be completed: He or she can start anytime as long as all non-
optional tasks have been completed.

« Start task on completion of dependencies — check to start the task automatically once all
tasks it depends on are completed.

Category — the category of the task used for reporting.

o Task Description — Description of the task. This can be used to provide instructions to the
assignee of what needs to be done for this task.

Saving the Task
At any point in this process, you can click the Save button to save your changes.

When you are finished configuring the task, click Save and Close to save your changes and close
the window.
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8 Manage Document Templates

The Document Templates screen, shown below, opens when you click Manage Document
Templates in the Admin Dashboard.

This screen lists all the document templates available for your organization.

NOTE: This screen is only available to users with the FOAM Template Editor or FOAM GS
Admin user role.

8.1 Actions

e Click Create Template to create a new template.

o Click a template name to view or edit its Key Attributes.

o Click the trash icon |:| to delete a template

« Click the copy icon FD to save a new version of the template or save a copy of it (i.e., clone

it). See Clone Document Template.

My Inbox  FOAs  Reports | Admin

Document Templates @

Showing 1 - 10 of total 34
Filter:
Show 10 v | perpage - 2 3|4 »

Name 2 Version < Status = Updated by £ Updated Date 2 Actions

Test_synopsis 1 Published AlAmo 030772017 11:57 AM

Testdala, LOV elements 1 Unpublished Al Amo 06/09/2017 08:17 AM

Template fest 1 Published TEST FOAM 09/07/2017 03:29 PM

RT1.04 data Elements 1 Published LIN Best 0711472017 11:48 AM

RT/ST v1.05(2)/ 1.08.0 (3) 1 Published TEST FOAM 06/09/2017 03:19 PM

RT Release 1.05 1 Unpublished David Nast 2017-01-09 12:10:57.0 i}

Research 1 Published TEST FOAM 051572017 04:04 PM

REQ12 1 Published Bill Mann 011272017 10:38 AM

release version 1.07.00(2) 1 Published TEST FOAM 05/03/2017 04:19 PM

Release version 05/08/2017 1 Published Bill Mann 05/0272017 12:36 PM

This screen contains the following columns:

o Name — Click to view or edit a template's Key Attributes.

o Version — Current version of the template

o Status — Publishing status of the template

o Last updated by — The user who last updated the template

Manage Document Templates 127 June 13, 2019



FOAM USER Guide

o Last update — Date and time of the last update
o Actions — Click the trash icon to delete the template.

8.2 Create Document Template

When you click Create Template or choose to clone a template in the Document Templates

screen, this screen opens.

Use it to create document templates for your IC.

Document templates define which data elements will comprise a document such as an FOA or a
Notice and the characteristics of those data elements, such as position and content rules.

Create Document Template

* Required Information

* Template Name

Status
Active Inactive

% Template Sections

Available Options

Qverview Information
Key Dates
Section VIII- Other Information

Publishing Rules
Based on

No Publishing Rules available

Add Publishing Rule

Section VII: Agency Contacts

* Version
1

Template Header

For values

Associated document type

FOA

Selected Options

Save Cancel

* Associated Organizations

Actions

Use the fields in this screen to configure these template attributes:

o Template Name — Enter a unique name for the template.

o Version — Set the current version of the template.

o Associated Document type — Select the document types that can be associated with the

template.

Note: For information on the Common Element Library Template, see Common Element

Library Template.

Once such a template is published, you can select elements from the Common Element

Name drop-down menu, shown here:
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Associated Organizations — Select the Organizations that can use the template.

Status — Set the publishing status of the template: Select Active if the template is available
to be associated with documents, select Inactive if it is not available.

Template Sections — Use these two panes to choose the named sections you want to
include in the template, and then arrange them in the desired order:

* Template Sections

Available Options Selected Options

Overview Information

Key Dates

Section I: Funding Opportunity Description
Section II: Award Information .

1

1. Scroll through the Available Options pane and click on sections you would like
to include in the template, then click the right-facing arrow to move them to the
Selected Options pane.

Likewise, to remove sections from the template, click them in the Selected
Options pane and click the left-facing arrow to move them back to the Available
Options pane. (But note: You cannot remove a section if it already has a data
element associated with it.)

2. Then arrange the template sections in order: Click on sections in the Selected
Options pane and use the up and down arrows to arrange them in the desired
order.

Publishing Rules

Use to define automatic publishing rules that govern whether the template can be associated with a
given FOA, based on the FOA’s key attributes.

Follow these steps to create a publishing rule:

1.

Click Add Publishing Rule to open the configuration tool, as shown here:

Publishing Rules

Based on For values Actions

o

FOA Type v

Add Publishing Rule
W Cancel

Set these two attributes:
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o Based on — Select an FOA attribute, such as Activity Code or FOA Type.

o For Values — Enter one or more possible values for this attribute: The template will only be
available for use with FOAs that have one of these values.

3. To add another rule, click Add Publishing Rule again to add another row to the grid, then
configure it as above.
Note: You cannot create more than two publishing rules to a template.

NOTE: ACF and CDC users can only add one publishing rule to a template, and the only
available Based On attribute is FOA Type.

When you finish configuring the template, click Save to save it.
Next Steps

When you have finished configuring the attributes, sections and rules of the document template,
save the template and, click Data Elements in the top nav bar to proceed to the Data Element
Detail screen to add data elements to the template.

8.3 Clone Document Template

When you click a clone iconlCll in the Document T emplates screen, this dialog box opens:

Clone Test Template

% Required Information

Use the current template fo create a new
) Template

() Version

This dialog gives you two options for saving a copy of the selected template:

« Save a new version of the selected template (as an incremental step in its
development)

« Save a copy of it as a new template (i.e., clone it).

Make your selection and click Submit.See below for more information on these options.
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Create New Version

a. If you chose to create a new version of the template, the template opens for editing in the
Document Template Key Attributes screen with the Version field set to the next incremented
version number.

b. Make further changes to the new version as you wish.

Create New Template

If you chose to save a copy as a new template, this dialog box opens:

Clone Test Template

% Required Information

Use the current template to create a new
2 Template

' Version

* New Template Name

a. Enter a new name for the cloned template, then click Submit.
b. The new template opens for editing in the Document Template Key Attributes screen. Make
further changes to it if you wish.

8.4 Document Template Key Attributes

Document templates define which named sections are included in documents such as FOAs and
Notices, and define certain attributes of those sections, such as position and publishing rules.

Use this screen to view and edit document templates.
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My Inbox FOAs Reports | Admin

Key Attributes Data Elements

Overview Information @

% Required Information

# Template Name

Template test

Status
Active  Inactive

* Template Sections

Available Options

V. Application and Submission Information
Publishing Rules
Based on

FOA Type

* Version
1

Template Header

| |
E
[

(Note: Associated Organizations and Associated Document Type must be specified for Template Sections te display available options)

* Associated Organizations * Associated document type
AF|[HL FOA v

Selected Options

For values Actions

Netice of Change to Funding Opportunity || PAR

Request for Proposals | | Notice of Information || RFA || PAS

Notice of Intent to Publish | | Request for Information | | Policy Notice
PA

This screen opens in read-only mode. To edit the template, click the Edit button.

Then you can configure these template attributes:

o Template Name — Enter a unique name for the template.

o Version — Set the current version of the template.

o Associated Document type — Select the document types that can be associated with the

template (control+click to select multiple types).

« Associated Organizations — Select the organizations that can use the template.

o Status — Set the publishing status of the template: Select Active if the template is available

to be associated with documents, select Inactive if it is not available.

o Template Header —Indicates the type of header that will be used on the export document
(DHHS - NIH) Enter text that will be displayed in the header of the FOA export document

(HTML, Word, and PDF)

o Template Sections — Use these two panes to choose the named sections you want to

include in the template, and then arrange them in the desired order, as shown here:
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% Template Sections

Available Options Selected Options
Section IV: Application and Submission Information I Section I: Funding Opportunity Description i
Section V. Application Review Information Overview Information E
Section VI: Award Administration Information Key Dales
Section VII: Agency Contacts d Section II: Award Information N

1. Scroll through the Available Options pane and click on sections you would like
to include in the template, then click the right-pointing arrow to move them to
the Selected Options pane.

2. Likewise, to remove sections from the template, select them in the Selected
Options pane and click the left-pointing arrow to move them back to the
Available Options pane. (But note: Y ou cannot remove a section if it already
has a data element associated with it.)

3. Then arrange the template sections in order: Click on sections in the Selected
Options pane and use the up and down arrows to arrange them in the desired

order.

Publishing Rules

Use to define automatic publishing rules that govern whether the template can be associated with a
given FOA, based on the FOA’s key attributes.

Follow these steps to create a publishing rule:

1. Click Add Publishing Rule to open the configuration tool, as shown here:

Publishing Rules

Based on For values Actions

o

FOA Type v

Add Publishing Rule

Save Cancel

2. Set these two attributes:

o Based on — Select an FOA attribute, such as Activity Code or FOA Type.
o For Values — Enter one or more possible values for this attribute: The template will only be
available for use with FOAs that have one of these values.

3. To add another rule, click Add Publishing Rule again to add another row to the grid, then

configure it as above.
Note: You cannot create more than two publishing rules to a template.
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NOTE: ACF and CDC users can only add one publishing rule to a template, and the only
available Based On attribute is FOA Type.

When you finish configuring the template, click Save to save it.

8.4.0.1 Preview Template

Use the preview buttons in the menu bar to preview the template as an HTML, Word, or
PDF Document.

Next Steps

When you have finished configuring the attributes, sections and rules of the document template,
save the template and click Data Elements in the menubar to open the Data Elements screen and
view, add or edit the data elements in the template.

8.5 Data Elements

The Data Elements screen lists all the data elements in the document template.

This screen opens when you click the Document Template Data Elements tab, as shown below.
You can take the following actions in this screen:

o Click Add Element to create a new data element in the Create Data Element screen.

o Click the pencil icon to view or edit a data element in the Data Element Detail screen.

o Click the trash icon to delete a data element.

o Drag and drop elements within the list to define the order in which they will appear.
Note: you can change the order of elements within a template section, but you cannot move

elements from one section to another.
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Add Blement

Element Name

General Information
documentType

cidaMumber
opporfunityCategory
fundinglnstrument
fundingActivityCategory
fundingCategoryExplanation
fiscalvear

Award Information

expectedNumberOfAwards

Key Atfributes Data Elements

Document Template: Test_synopsis @

Label

Document Type

CFDA Number

Opportunity Category

Funding Instrument Type
Category of Funding Activity
Funding Category Explanafion

Fiscal Year

Expected Number of Awards

Sections

General Information

General Information

General Information

General Information

General Information

General Information

General Information

General Information

Award Information

Award Information

Type

Text

Single Select
Multi-Select
Single Select
Mulii-Select
Mulfi-Select
Text

Single Select
Text

Mumber

|
[E
[

Showing 1 - 10 of total 10
Action

s 0
S0
& 1
s
S
S0
S
S0
s 0
S0

8.6 Data Element Detail

When you click on the pencil icon for an element in the Data Elements tab, the Data Element
Detail screen opens, as shown here:
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My Inbox FOAs Reports | Admin

Document Templates = Task List Models FOA Types Forms Checklists
Key Attributes ~ Data Elements -

Data Element Detail @

* Required Information

* Element Name Label Display as plain text ~ * Contained in Section

Title Title Overview Information ~
* Type * Maximum Number of Characters

Text v 10000
* Formatting

® Vertical Table

Content Rules

Based on For values Required Editable Removable User Instructions Default/Fixed Text Actions

Default v v o

R KA

P Y

Source Source
4 4
= Acd new content rule
Edit

This screen opens in read-only mode. To edit the data element, click the Edit button.
Use this screen to define the attributes of the data element.
But note that this screen has different fields and configuration tools for different element types.

1. So first, select the element Type from the drop-down menu and FOAM will load the proper
editing tools for that type, as shown here:
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Text, Contact and Link elements:

* Type * Maximum Number of Characters
Text v 10000
* Formatting
® Vertical Table
Content Rules
Based on For values Required Editable Removable User Instructions Default/Fixed Text Actions
Default v B I U | Stkes - B I U | Stes -
=) | - |
B & @ H B @ @ 2
= = EEE::| = = -]
- -
4 4
Number elements:
* Type * Maximum Number of Digits
Number v 15
* Formatting
® Vertical Table
Content Rules
Based on For values Required Editable Removable User Instructions Default/Fixed Text Actions
Default v B I U Styles -
= - m

B @ @ 2

A || M

Date Elements
When you set the Type field to Date, a drop-down menu appears in the formatting area, as shown

June 13, 2019
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below:

Use it to select the date format (DD/MM/Y'Y, etc.), then configure the other properties as described

below.
* Type
Date v
* Formatting
v
® vertical O Table
Content Rules
Based on For values Required Editable Removable User Instructions Default/Fixed Text Actions
Default v O o O B I U =]
Styles
=) |
E @O @
L¥.}
L2}
E = 4
[® Source | [H
RE!
138 June 13, 2019
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Single-Select and Multi-Select elements

* Type * Enter selectable options

Multi-Select v
* Formatting

* Vertical Table

Content Rules

Based on For values Required FEditable Removable User Instructions Default/Fixed Text Actions

Default v B I U|| Siyes -

=

=

A

29
»
S

B @

= i 3= | |ER

able of Contents elements:

Create Data Element
# Required Information

* Element Name Label = Contained in Section

— Select Section — ~

* Type * TOC Level

Table of Contents v — Select TOC Level — v

*
Formatting

® Vertical " Table

Save Cancel
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Radio Button and Checkbox elements:

* Type
Checkbox v
% Option 1
B I U| syes -|le | B @ & HE]| = = || || %
Paragraphs: 0, Characters (with HTML): 0/4000 4
Add Option
* Formatting
* Vertical Table
Content Rules
Based on For values Required Editable Removable User Instructions Default/Fixed Text Actions
Default v B I U | Styes
= s
ERERCIE b3
= = <= | E
E‘B}. -
¥ | 4

Common Element

Common elements are predefined elements that you select from a shared library available to users

in your organization.
To use common elements, your organization must first create and publish a Common Element

Library Template with data elements in it.

Once such a template is published, you can select elements from the Common Element Name
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drop-down menu, shown here:

* Type

Common Element
* Formatting

® Vertical Table

% Common Element Name

Summary

Funding Opportunity Number

Notice of Funding Opportunity (NOFQ) Title
FOA FY Processing Year

FOA Fiscal Year

Program Office

Funding Activity Category

Funding Instrument Type

Catalog of Federal Domestic Assistance (CFDA) Number
Cost Sharing and / or Matching Requirements (single select)
Approximate Mumber of Awards

Estimated Total Funding

Estimated Award Ceiling

Estimated Award Floor

Eligibility Category

Additional Information on Eligibility (4,000 character limit)
Statutory Authorities

Submit Initial Draft

Due Date for Letter of Intent (LOI) (e.g., MM/DDYYYY)

Due Date for Applications (e.g., MM/DD/YYYY)
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Linked Element

A linked element inserts the value of he FOA attribute it's linked to, along with a label that you
create.

* Type * Element Attribute
Linked Element v Components of Participating Organizations v
* Formatting

® Vertical O Table

Content Rules

Based on Fer values Required Editable Removable User Instructions Default/Fixed Text Actions
Default ~ o o B I U
Styles
= L
B &E &
LY A
L4 '
B = 1=
[@ Source [0 | REF- Source

Cover Page elements

A cover page is a category of custom element that allows you to create a page that includes:

o logos and other images

o Common elements (fixed or editable text and numbers)

o Linked elements (text drawn directly from the FOA, such as FON, Title, CFDA, etc.)
o Text

Cover Page is displayed in previews and PDF/Word exports.
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Create Data Element @

% Required Information

% Element Name

Cover page
* Type

Custom Element
% Formatting

®) Vertical ' Table

-y
=

X, x* T, || Styles -

Label % Contained in Section
General v
% Custom Element Category
Cover Page v

Format - || Font -llsize - X BB @l = ES

:E]m

=|[55] m @ K | @soue || 32

Demo Common Text

body p input

Save Cancel
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Use the "> wand tool to add elements:

1. Click the wand to open a pop-up Insert Data Element window:

Insert Data Element b 4

Linked Element Common Element

Select Linked Element
[ I~ ||
Style

Mormal ﬂ

Cancel

A

1. Use the drop-down menus to select the type of common or linked element you want to add,
then click OK to create the element.

2. New elements appears in the top of the field.
3. Ifyou want, you can drag-and-drop the elements into a different order:

m @ R

Title Purpose G%D

then click the spot where you want to place the new element.

Inline elements

Inline elements are text entry fields that are placed inline with surrounding explanatory text that
tells the FOA author what information to enter in the field, as in this example:
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VIil. Other Information.

HUD is required to comply with the National Environmental Policy Act. Select the appropriate item. If you are unsure which to select, consult your Program Environmental Compliance Officer.
1. National Environmental Policy Act.

A Finding of No Significant Impact (FONSI) with respect to the envirenment has been made for this NOFA in accordance with HUD regulations at 24 CFR Part 50, which implement section 102{2)(C) of the National

Environmental Policy Act of 1969 (42 U.S.C. 4332(2)(C)). The FONSI is available for inspection at HUD's Funds Available web page at http://portal hud gov/hudportal {HUD ?src=/program_offices /administration
{grants fundsavail

\lnsert language describing th » relevant exclusion from environmental review applicable to policy documents under 24 CFF 50.19(c).] Accordingly. under 24 CFR insert
appivauic paragiapi iunber e oo, 151 1 wirough (6)], this NOFA is categorically excluded from environmental review under the National Environmental Policy Act of 1969 (42 U.S.C. 4321)

This NOFA may have a significant impact on the environment, and an Environmental Impact Statement may be require [[Insert program-specific text].

Follow these steps to create an inline element:

1. Inthe Element Type field, select "Custom Element."

2. When you select Custom Element, the Custom Element Category drop-down menu appears,
as shown here:

Create Data Element @

* Required Information

# Element Name Label Display as plain text # Contained in Section
A Funding Opportunity Description v
* Type * Custom Element Category
Custom Element v — Select Custom Element Cate
Inline Element
* Formatting Section IV Forms Checklist

Section VIl Forms Checklist
Advanced Checklist
® vertical ' Table Cover Page

3. Inthe Custom Element Category menu, select "Inline Element."
4. Option 1 and Option 2 input text boxes will appear in the screen, as shown here:
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* Type % Custom Element Catagory

Custom Element v [ Inline Element ~ l
* Option 1

B I U]/ stles ~|e . B E & HiE = 4 | [ source | FH | "~

Faragraphs: 0, Characters (with HTML): 0/25000

B I U/ Styes - | = ! RGN b3 = 4E | [ Source | FH | ¥~

=
o
i
.
I

Paragraphs: 0, Characters {with HTML): 0/25000
Add Option

% Formatting

® Vertical ) Table

Content Rules

Based on For values Required Editable Removable User Instructions Default/Fixed Text Actions
Default v o B I U
Styles -
=] [
@ @ @

[ Source | PR | 95~ Source

= Add new content rule

Save Cancel
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5. Follow these rules for creating inline elements in the Option text boxes:

o To create a read-only text element with editable text box, enter text in the Option text box
and type %INPUT_ TEXT% where you want the editable text box to appear.

o To create a read-only text element with editable date field, enter text in the Option text box
and type %INPUT_ DATE% where you want the editable date field to appear.

e %INPUT TEXT% and %INPUT DATE% can be used as many times as needed in an
Option text box.

o To make an Inline Element removable, enter % OPTION REMOVABLE% in the Option
text box at the beginning of the field, followed by text and (if needed) %INPUT _TEXT%
and/or %INPUT DATE% ;

e %OPTION_REMOVABLEY% can be used only once in each Option text box: If you need
multiple removable options, click the Add Option button and start another Option text
configuration with %OPTION _REMOVABLE%;

o To create a read-only text element with editable text box or date field as a radio button
option, enter %0OPTION RADIO% at the beginning of the field, followed by text with
%INPUT TEXT% or %INPUT DATE% as needed.

e %OPTION_RADIO% can be used only once per Option text box, so to configure multiple
radio button options, start each %OPTION_ RADIO% in a new Option text box.

2. Then define the other attributes as described below and click Save:

Note: Some text fields allow you enter rich (i.e., formatted) text: Enter text in these fields

using the formatting tools just as in a word processing program, or cut-and-paste formatted
text from MS Word.

Data Element Attributes

Element Enter a unique name for the
name data element

Enter the label for the . . . .
element that will be used in And click the Display as plain text checkbox if you want

Label the FOA Content edit the label to appear as plain text (by default, labels are in
- bold text).

screen.

Contained | Select The template section
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Data Element Attributes

. . where the element will
in Section
appear
Choose text, number, date, text, number, contact, single-
select, multi-select, table of contents, file attachment,
link, common element, linked element or radio button
T Select the data type of the
ype input field If you select a type that gives the user multiple values to
choose from (single-select, multi-select, radio buttons and
checkboxes), an Enter Selectable Options field appears in
the screen, as shown above.
Governs how the element If “vertical” the content will appear below the label.
F . will appear on the FOA
ormatting Content screen and in the If “table” the label and content will appear in side-by-
published FOA document. | side columns of a table
The Option fields are only displayed for Checkbox and
Radio Button elements.
In the Option 1 field enter the text of the first selectable
Option # Enter the options the user option.
can choose from. . .
Then click Add Option to add an Option 2 field and enter
the second option there. Repeat as need to add more
option fields and define all the selections you need, as
shown below:
Enter For single Select and multi- Enter some text and hit <Enter> to define the first value,
select elements only: Enter .
Selectable ... | type some more and hit <Enter>to define the next value,
. the selectable values in this
Options field and so on to define all the selectable values.
Maximum
For text data elements, .
number of enter the character limit Only displayed for text data types.
characters
Common For Common Elements, See Common Element Library Template for information
Element select the element from the | on creating a shared library of data elements that can be
Name drop-down menu. added to document templates.
For Linked Elements, select
Key the FOA key attribute to The value of the FOA attribute you link it to, along with a
Attribute | which this data Element is label that you create.
linked.
Option fields
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Use these fields to define the selectable options for checkbox and radio button elements: Enter one
option in each field and click Add Option to add more option fields to the screen, as shown here:

Enter one selectable option in each Option field and click Delete to delete options if necessary.

% Option 1
B I U| sSyes -|e = B @@ |$] == E| B | %
Up
body Paragraphs: 1, Characters (with HTML): 2/4000 4
% Option 2
B I U| Syles -|le ) ERCRCHEEES £ B |%-
Down
body Paragraphs: 1, Characiers (with HTML): 4/4000 A
e
B I U| Syes ~-|l@ ~ B @ @ |$] = = E| B | %
Over
body Paragraphs: 1, Characters (with HTML)- 4/4000 A
Add Cption

Content Rules

Use Content Rules to enter a default value or set rules for populating the element, or to add
instructions for the user.

Note: Each data element includes a default content rule which will be used with attribute values for
which no user-created content rule is applicable.

If you want to create a rule of your own rule, click Add New Content Rule to add another row to
the grid, then use these fields to configure the rule:
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Select a the key
Based on attribute the content
rule is based on.

Enter the values of the . .
key attributes for Multiple values are allowed separated by semicolon.
For values hich the rule i
which the rule is Blank and can't be edited for the Default content rule.
applicable.

Check if the data
Required element must be filled
in before publication.

Check if the element
should be editable,
leave unchecked for
read-only.

Editable

Click to allow users to | In the FOA Content screen, removable elements have
exclude this element a checkbox next to them: Users can check the
Removable from FOA content checkbox to include the element in the export

exports (HTML, PDF, | document, or uncheck it to remove the element from
Word). the export.

If you wish, add
instructions that will be
displayed in a tool tip.

User
Instructions

If applicable, enter the
default value or read-
only text.

Default/Fixed
Text

When you finish configuring the template click Save.

Manage Document Templates 150 June 13, 2019



FOAM USER Guide

8 Quick Start Guides

Use these guides to get a quick start on some common FOAM tasks:

o Quick start guide: Creating an FOA Using the Research Template - docx (2/15/2018)

o Quick start guide: Creating and Submitting an FOA or General Notice for Guide Review -
docx (2/15/2018)

o Quick start guide: Creating and Submitting an NOITP for Guide Review - docx (2/15/2018)

o Quick start guide: Creating and Submitting a CSR Receipt Date Request - docx
(12/18/2017)

e Quick start guide: How Program Officials can Access an FOA in FOAM - docx
(11/21/2017)

o Quick start guide: Signing onto an FOA or a Notice - docx (10/19/2017)

o Quick start guide: Exception Approval Process - docx (10/19/2017)
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https://inside.era.nih.gov/files/Creating_FOA_Using_Research_Template.docx
https://inside.era.nih.gov/files/Submitting_FOA.docx
https://inside.era.nih.gov/files/Submitting_FOA.docx
https://inside.era.nih.gov/files/Submitting_NOITP.docx
https://inside.era.nih.gov/files/Submitting_CSR_Receipt_Date_Request.docx
https://inside.era.nih.gov/files/Submitting_CSR_Receipt_Date_Request.docx
http://inside.era.nih.gov/files/FOAM_for_POs_final1.docx
http://inside.era.nih.gov/files/FOAM_for_POs_final1.docx
https://inside.era.nih.gov/files/Signing_onto_FOA.docx
https://inside.era.nih.gov/files/Exception_Approval_Process.docx
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